EVERYONE "EATS HEARTY”. oF Give Cafeteria 
New York offices of J, © Penney Co., where good 
Bd 


low prices is the rule.” See article, page 29. 
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A battle against weeds—and the mecha- 
nized farmer will win it. But the fac- 
tory that makes those machines is also 
battling, these days — against profit- 
gobbling overhead. Moore Business 
Forms, Inc., helps out here. Moore’s 
multi-copy forms save thousands of 
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sag 


battle in the cornfield 


man-hours for firms large and small. 

Moore designs printed forms that 
help reduce squandered clerical effort. 
The International Harvester Company 
has used Moore forms — by the tens of 
millions—for over 35 years! The small- 
est firms, in any line, can also cut costs. 


MOORE BUSINESS FORMS, INC. 


SALESBOOK SPEEDISET 


CONTINUOUS FANFOLD 


ra, 
Photograph courtesy of International Harvester Comf Se 


—_ 
i 


Call your local Moore office for det: 
Moore sales offices in over 200 ci 
from coast to coast: Factories 
Niagara Falls and Elmira, \. | 
Minneapolis, Minn.; Denton, Tew ] 
Los Angeles and Emeryville. Calif. 
offices and factories across Canada. 


y ‘e a 3 eS a". ies he oe , 4 ine 2 ie -; 
+ i Pika! ae oy BY _ . oie ns 
- 7 - a ey at nn Me fi Be, SG SPEAI GS 
: ‘dad ¥ ; , j : . eh a eee ee 
- . , aie A we er OS VPEr 3 ry Sr see Or ee 
me eK’ ty © a SS ect cs 
a Sy : 5 . o-: BRGm he as SN pe ee SW Le As ae 2, . 
A be ES Nay AR hee Sep Ss pai Dyer f* 
BR sete yer I See 
<<. or “/ A U , i le, ay \8 j a™y “Gy, ‘ a Es a fo. ‘ak , j of 
> aS aN Pts fess bai ME ‘SF | ee 
yf ay AR Bie die. re ete PS pS NG ee bse a hc 
i ONS APRN NS my De’ oe Ni Sere y ayy 
: aN NST he %, aT ee 
# : ay * 4 j &. cae — to ! . We Se eo 4 
- foe SQ S 4 a. ——— <9. :< - x ; an A ~ | 
eo Meith SNAIL 
f ; e 7 es =p; rm" y ° i Ph - , 
- “a * ’ Xe ' —! ors As >» ki yx . : ‘ a ai “SHS re - ; 
. OT RE eee Na. 2 PS aN 7K 
— a — 4 ‘ > & - — ~~ , ~ “ie i . tn We et Md 
4 : q . § ong - § i. oe ‘ a e 4 * ‘ aw ‘ Sat } . 
fi =. ££ 4 Gee : a -¥ ee 
- “ ! « nN yi Ax Xx 2 a Vs \ oa e ‘te < a, : % ne gn = § 
-— e 4, i Mad WIA | at. “4 7B XG os 
i. 4 V2) 42a pas < , ay EAN fs hi 
; fee OAR TS ON 
. ud! ae P wi “i= i% fT Sel 
a 4 i ~ oa “7! é, > = ; : " te, . J . & ae al 
z y = >a N . % 2B, 4 . x 2 , ak 
+ ‘ aS - ; :. s | > - . y : i . Sas a! : = — ee 3 fy i 
em AS so si : , , heer *. a en iy, “ ‘ ‘ eo. . to 
; a — la 4 4 ; NK < Fone yl Sp ¥e a eT du 
4 WT Vo Soma | Lee 
3 a ee ee? 2A i: . eee 
4 > >) wa - ae tee Oe i | oy /&a wae eal > Me: 
\ . ay ' ' Es ea ss = A Jt & Pog d = - #; ag el 
4, : an Wad’, raw ae cr >. 2s f < Fe i ieha: ed al 2 
re : td => ¥ ee > = 4 5 attr; 
= Te. 
: 
hie dl 4 P 
= ae et, 
Bie = ia ees FLATPAKIT, 
2 ee a te a Sines” : , 
a: eee ‘a .* 


podtorm 


> 


AI 


EN a man has a comfortable chair, he 
me does more work and better work ... and 
4 he’s apt to be better satisfied with his job. 
Correct seating—which means a Goodform 
| Aluminum Chair, adjusted to each individual— 
is a paying proposition. Take a man making $1.50 
an hour. In an uncomfortable chair, he tires 
# quickly, has to get up frequently for relief. Give 
him this comfortable Goodform and he’s bound 
to spend at least 15 minutes more a day at pro- 
Geme ductive work. Results pay for correct seating in 
isix months, or less. 


= 7 


Goodform is lower in lifetime cost than any 
pother office chair you can buy. After years of 
es ice, it is just as comfortable and good-look- 
Seen’, just as light and strong, as it was when new. 

‘ fe elded aluminum never gets splintery or rickety. 

The satin-smooth anodic finish stays bright and 

: nttractive. In short, figured on its long useful life, 

Mee Goodform Adjustable Aluminum Chair costs 
ou less than two cents per working day. 


, P 
x1 Hurvester Com See this Goodform No. 2125, the man’s chair, 
at GF dealers and branches. Now available for 


prompt delivery. 

| 

| ~~” 
fief! GOODFORM | 
Aoeag§ Adjustable 


penton) ALUMINUM CHAIRS \ 


ville. C ali. % | 


oss Canada. =a 


uJ 4 product of THE GENERAL , 
4 YIREPROOFING COMPANY ~ os 


; 
423 East Dennick Ave. Chair shown is Goodform No. 2125 ~ 
YOUNGSTOWN 1, OHIO 


“4 \ 

QODFORM ALUMINUM CHAIRS ¢ METAL DESKS « METAL FILING CABINETS ~ STEEL SHELVING 
T 
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PRACTICAL LIGHTING IS 
Mexible FOR EACH INDIVIDUAL 


eee FOR EACH TYPE OF WORK 


Few persons see exactly alike. 
Even on similar jobs they have dif- 
ferent—and changeable—lighting 
needs. Consider how these varia- 
tions multiply when you plan to 
compensate for dark locations... 
to provide high level illumination 
for precision machining, fast as- 
sembly, close inspection, drafting 
or accounting. 


Then you'll understand why we 
stress the Dazor Floating Lamp’s 
flexibility: its capacity for » Ps es 
the right amount of light for the 
individual at the right place for the 
type of work. Dazor’s exclusive Float- 
ing Arm enables the user to raise, 
lower, push, pull or tilt the reflector 
anywhere within the broad area 
reached by the lamp. Once guided 
to the point selected, a patented 


PAZOR FLOATING LAMps 


FLUORESCENT 


and 


mechanism holds it; there’s nothing 
to fasten. 


Your choice of advanced Dazor 
lighting is a logical step toward 
improving the safety record, in- 
creasing Output, curtailing errors. 
It also puts you in good company. 
Just observe as you examine photo- 
graphs of progressive concerns in 
eres magazines, how often 

azor Floating Lamps appear as 
“part of the picture.” 


Phone Your Dazor Distributor for 
an on-the-job demonstration of 
Dazor efficiency. In the event you 
require the distributor’s name,write 
to Dazor Manufacturing Corp., 
4481-87 Duncan Ave., St. Louis 10, 
Mo. In Canada address inquiries 
to Amalgamated Electric Corpora- 
tion Limited, Toronto 6, Ontario. 


MOVES FREELY INTO ANY POSITION 
AND STAYS PUT— WITHOUT LOCKING 


p—— CHOICE OF 4 BASES 


BCU 


UNIVERSAL BRACKET DESK PEDESTAL 


INCANDESCENT 


Inc., at New York, 


OFFICE MANAGEMENT AND EQUIPMENT—featuring office purchasing, equipment, methods and personnel is published monthly by Andrew 6% 
N. Y. Business, Editorial offices, Circulation and Production Departments. 260 Fifth Ave., New York 1, N Y. 

ond class matter on Sept. 20, 1946, at the P. O., N. Y., under the Act 0’ March 3, 1879. 

year in United States and Possessions. Mexico and 


Coho: $4.00 all other countries, 


Volume 9, No. 5, Mz ay, 1948, 
Printed in United States. 


Entered 35 9 
Subscription $3. 
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— Ihe LINE Label 


This unit of CRESTLINE equipment has been 
designed to fill your requirements. Backed by 
years of experience and research in the office 
equipment field, Security has created CRESTLINE 
to meet the demand for efficiently planned and 
beautifully designed “A” Grade office furniture. 
The skillful workmanship and peak quality mate- 


— rials in every part of CRESTLINE equipment pro- 
_ HAS / vide office furniture that will serve you unfailingly 
— for many years to come. 
ARM / 
Y POSITION 
UT LOCKING 
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~The BROWNE-MORSE 


49 


Glider File 


ba 


ss 


outstanding features 
greater durability 
increased F. Q. 


What's the F. Q. (filing quotient) of your filing 
operation? It can be measured by the efficiency, 
accuracy and capacity of your filing clerks. It’s an 
important part of your business and a measurable 
cost of your business operation. 

Browne-Morse Glider Files help to increase the 
F. Q. of your filing department. Only a 5'2 ounce 
pull is required to open the drawer of a Browne- 
Morse Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
neered and biggest value on the market today. Check the features below: 


The extension arms on Browne-Morse files carry a fully loaded drawer swiftly, silen 


and easily on six case-hardened steel balls strategically fitted into the extension am 
Key to BROWNE-MORSE with engineered ball running ratios. No lubrication required. 
li di t ° Bearing Type Raceways. The contour of the balls exactly fits the contour of th 
4 U ing action raceways of the extension arm. This scientific bearing feature eliminates the possibilif 
of excessive wear... prevents the drawer from sticking or jamming. 


up 
down releases the 
drawer catch. No push 


Patented channels and extension 
slides permit the installation of 
inserts in all openings by any- 
‘one without the use of tools. 
Automatic locks may also be in- 
stalled in the field. ry 


- — Rad A Write for the com- 
Architects of Efficiency for America’s Office gists new butletia 


on the Browne-Morse 
Glider File. Learn 


how you can in- 
MUSKEGON i n - MICHIGAN crease the filing quo- 
tient and cut costs of 


your filing operation. 
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MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 VEARS 33a" 
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alr eive you so much on a Disc... 


nUDGSRAPE 


SOUNDWRITER 


aN, 
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No Other Dictation Instrumen 


; AY, THE NEW AUDOGRAPH Can 
ee help you get more work 
oe done faster, easier, and 
more economically — not because of any 
one particular feature — but because of 
multiple features combined to give you 
superb performance. 

For instance, the vinylite plastic Flexo- 
graph discs on which your dictation is re- 
corded are paper-thin, but virtually in- 
destructible. They can be transcribed, 
auditioned, filed for future reference, or ‘“ 
mailed as easily and economically as a 
Jetter. But in addition, with AauDoGRAPH's 
exclusive, patented CLS* method of re- 
cording, you can dictate for a full hour — over 


14000 words — on one 81% inch disc, with 


uniform reproduction throughout the en- 


tire surface of the record. Only the aupo- 
GRAPH incorporates this feature — no other 


viftly, silen' dictation instrument can give you $0 much on 
xtension arm 
il ‘ j one disc. 
contour of Sin oh —_ AY\) sail 
the possibili . : _ ee * e- A\\ The new aupoGrapu operates by simple 


fingertip control. It 1s light, small (934 x 
915 x 614 ins.), rugged and portable. In 
fact, amazingly superior in so many ways 
you'll be wise to know more before de- 
ciding on any dictation system. Have your 
secretary send in the coupon for free booklet now! 


*Unlike old-fashioned turntable record- 
ing, the AUDOGRAPH plastic Flexo- 
graph Disc passes under the embossing 
jewel ot a@ CONSTANT LINEAR 
SURFACE speed, CLS. 


FILLITIN! TEAR IT OUT! MAIL IT IN TODAY! 


ae) A PRODUCT OF 
THE GRAY MANUFACTURING COMPANY 
w. E. DITMARS, President 16 ARBOR STREET. HARTFORD, CONNECTICUT 


Originators otf the Pay Station Telephone and 
Makers of Communications Equipment since 1891 


Name & Titre 


siness ADDRESS. 


OM-4 


Phone avvocrapn your city for demonstration. 
Foreign Distribution, Westrex Corporation— 
(Western Electric Export Corporation) 


~~ .* ct se: oe” iat Sp a My at. ae . 4 Mat al 7 oe a eater —s - os “Ss a Jie =» _ 
ail apr ae i oe an o ana oe cli a sagt ee) 
amilicet =) 54 ‘in See ; et qe 20S! SN Se GF wa — =<. _ Sa 
a ; ae te _ : , 5 s ie . j ca | j 
eS 
ee i 
6 . se 7 " d 
: = s a a ical a 
- | a ’ 4 ale ihe 
3 i “ a Sene* a 
‘ ee a , ' ee 
vi ee ee Sos = me en oN \ (<3 
° E a * : , “Salle! P * 
or: ail : os ’ ee 
: ota — r { P a a ee 
ie ie sf : ’ - P 4 ae > See 7K, ’ hang F 
: eee LS a ‘ - a. * Migs ie 
% z > if dl F wa ot. tee nan ia 
 &F& IA , 
: eee BP: . x oo ite Z = if 
= : . See ; 
—_—_ fii ae Pn Ogg 
Se 53 
Pee bik ee Le bai i . at 
. ee a ae y a ee 
‘ee ee —— ~ aaa pee ce ee » 
ee © oe OD a ea 
: ee < veg" and os ee a) Z 
pir oN 
more . at y j | 
dle up oO ae ; Bs wy. , ime 
a Ps - 
0 clot 7 | ee a a " 4 , . * 
age) a ‘4 - a Ss = 
* i g z SM peste | " i 
age % my AT... kaa Rootes 4 ; ’ ae 
ie oe ee 
ae me ” gshey on 2 iii ee em all 
: # . : - fo "i F E Hie S 
fal ¥ ~ ; “ae eye 4 
yy, .  . <== 
f : ee | : PMS the ” "fl 
. 4 isl : fe at . 3 
* Gta, _. ie a 
a : ee S389 | a % iis = — , a a | “ ; 
3 3 . y a can ee vases aa — as 2 | a 
, eee =. — 
i ie aie ees Pak: i" 
| ee an 
, = +S a an (Aa ye re a a 
- 
Mey, 1948 OFFICE MANAGEMENT AND EQUIPMENT 7 
tha ae at oe re TA : Se” eee te 4 Ae = Ey x = Bsa ki i, on as os is a ae 
SE SERS, ee ae ts saute —- ai MR > << 2 a. | Ne, . = oe . 


7 ne“ : v Uj ee i 


Teanto One-Piece Window Envelopes save important money wherever they are weed! 


You’re being robbed by Double-Addressing costs! 


address letter address envelope insert letter 


— 
<= 


address letter 


insert in Transo 
One-Piece 
Window Envelope 


Double-Addressing—first the letter, then the Transo there are no loose edges to snag 
envelope—is costly waste motion . . . for with inserts and boost stuffing costs . . . no separate 
Transo One-Piece Window Envelopes, the let- windows to come unglued . . . no weak point 
ter address IS the envelope address, clearly to burst or puncture. Designed for mailing 
visible through the transparent Transo window. correspondence, invoices, purchase orders, 
By completely eliminating wasteful Double- checks and all other business forms, Transo 


Addressing, good-looking Transo window One-Piece Window Envelopes effect such re- 


envelopes slash office costs dramatically. markable savings that users often say— 


Transo One-Piece Window Envelopes offer 
“Our Transo 
window envelopes 
don't cost usa penny!" | 


decided cost and convenience advantages 


over other window-type envelopes, for with 


Today, check the number of envelopes addressed in your offices, 
then take a look at Transo and save money! For the complete story 
of cutting costs with Transo One-Piece Window Envelopes, write 
for Transo’s FREE booklet, “Right This Way. . . For Savings.” 


% THE ORIGINAL ONE-PIECE WINDOW 
tea TRANSO ENVELOPE C 
Yen 3538 NORTH KIMBALL AVE., CHIC 


OFFICES FROM COAST TO COAST 


EN VEtOoOPE §$ FOR Ever Y Pu RPO S$ & 
OFFICE MANAGEMENT AND EQUIPMENT 
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SIMPLE BECAUSE the system itself is simple. 


1. First position tabs contain basic alphabetic subdivisions. 


2. Second position tabs contain names thatoccur frequently. 


pe 
| 3. Third position tabs contain first name initials and first \ 
names. These guides are added when you have many 
cards under any one common name. | 
4. Fourth position tabs contain middle name initials when 4 
you have a large number of cards under a common 
nag name and many have the same first name or initial. The 
te fourth position also contains END cards to mark the end 
™ of each special name group. 
-— EFFICIENT BECAUSE you buy only the guides you 
iling need immediately. 
os As your file grows, you can add guides as you need 
—_ them. The simplicity of the system remains the same. 
anso FLEXIBLE —the same basic system can be used for: 
h re- 


SUBJECT CARD FILING GEOGRAPHIC 
SS CARD FILING 


your growing card files simple and efficient. 
Your "Yond E” dealer will show you how “YandE” 
Expanding Index solves your filing problem. 


, Casal your classified telephone directory for your nearest 
ay) ' md E” representative, or write us for illustrated catalogue. 


AWMAN AND FRE E:MFG.(©. 1015 Jay Street, Rochester 3, N.Y. 


« ) Bn ease | 
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stock up on the 


YELLOW BOX 
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FULL OF TIME SAVERS 


Millions of office workers all over the 
country use Oakville Yellow Box items 
as important time savers. They recognize 
the full generous count and uniformly 
high quality of the Yellow Box Line. 


You too, can save valuable time and ex- 
pense by ordering the complete line of 
Yellow Box items at one time. One order, 
one invoice, and one shipment means 
savings on your handling costs. 


All Oakville pins, fasteners, clips, thumb 
tacks, staples, and other related items 
are packaged in a familiar Yellow Box. 
Insist upon them when you buy. 


ORAHVILLE COMPANY DIVISION 


onnvighiaions SCOVILL MANUFACTURING COMPANY 

Fy a, Waterbury 86, Connecticut 

iy NEW YORK « PHILADELPHIA « BOSTON 
“S CHICAGO «+ SAN FRANCISCO 


In CANADA: Brown Bros., LTD., TORONTO 2 
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For Free Enterprise 

% THE controller’s responsibility to free enter. 
prise was discussed by John J. Kavanagh, gen 
eral manager of the Controllers’ Congress of the 
National Retail Dry Goods Association, at the 
first regional meeting of the Congress in the east, 
held recently in Baltimore. 

“A vigorous free enterprise is essential! to free. 
dom,” said Mr. Kavanagh. In outlining the 
changes that have taken place in Eastern and 
Western Europe since 1938, he said: 

“The United States is truly an oasis for free 
enterprise, where private incentives and the basic 
spiritual forces shaping our destiny still prevail, 
But even in our own land some are asking the 
question, are the free markets of our country liv-| 
ing on borrowed time? Foreign propaganda js’ 
telling the world that our system is doomed; that} 
only time is needed to prove the superiority of | 
forces of collectivism. It is said throughout Eur- 
ope that a depression in American business is in- 
evitable.” ' 

“Business statesmanship will reject the nega-| 
tive philosophy of the inevitability of depressions 
and ‘maturity market.’” Mr. Kavanagh de- 
clared. “To achieve this purpose is the singular 
challenge to all business.” 

The true function of profits in the nation’s econ- 
omy, according to Mr. Kavanagh, are: (1) to di- 
rect human effort to productive uses; (2) to stim- 
ulate the efficient creation and distribution of 
goods and services; (3) to energize free enter- 
prise; (4) to provide a sustaining supply of risk 
capital for the expansion of business. 

Here are other quotations from Mr. Kavanagh's 
talk: 


“In the long run we can only measure the sound- 
ness of the concept of the function of profit by the 
sense of responsibility which enterprisers have to 
capitalism. The dynamism of profits has made us 
the greatest producing nation on the earth. Rep- 
resenting 7 per cent of the world’s population, we 
are producing 25 per cent of the world’s goods. 
Through sheer capacity and management, our in- 
dustries have cast the scale of war in favor of 
victory over the greatest military organization in 
the world. Americans, occupying 6 per cent of the 
world’s land area, own 85 per cent of the world’s 
automobiles; 60 per cent of life insurance policies: 
54 per cent of telephones; 48 per cent of radio 
sets; 46 per cent of electric power capacity; 35 
per cent of world’s railroad mileage; ; 30 per cen! 
of improved highways; 92 per cent of modern 
bathtubs. These are healthy statistics of a free 
economy. While we can boast of these accomplish; 
ments, impossible without the profit energizer, if 
is the part of wisdom to weigh our deficiencies a | 
to take some steps to remedy them.” 

(Turn to page 74) 
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25 SECONDS to copy any one of your salesmen’s reports 
---each print dry-developed—a full-size, positive copy 
«..costing only 11 cents. 
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32 SECONDS to make-a composite print from three sep- 
arate drawings. Full-color transparent overlays are 
made from same drawings in 59 seconds. 


THE SURPRISING DISCOVERY 


Adopt one simple drafting room technique...and you can 
set incredible records for speed and efficiency in your office, 


di Just type, draw, or write on translucent papers or cards— 
t of radio instead of th ‘ 

sty: 33 ead of the opaque kind. That's all! 

ty; . 
pacity on Do this... and you can make copies in the new Ozalid 
x) per Streamliner — in seconds, whenever needed, without pho- 
of modern tography. 
; of a “ Do this... and you can completely eliminate manual 
vecomplish transcription—with its proofreading and errors. 
nergizer, if Write today for a free copy of “The Simplest Business 
jencies ang System. It gives you the whole story...lists your savings 

_ Job-by-job, 
May, 1948 May, 1948 


A surprising discovery makes these 
new speed records possible! 


29 SECONDS (avg.) to copy anything in your files... 
you can “color code”—make prints in black, blue, red, 
or sepia colors on white or tinted paper. 


4 MINUTES, 46 SECONDS to transfer the net profit col- 


umns of six reports to a new report—without lifting a 
pen, without one error in transcription. 


Ne ae ae a a ae 


OZALID 


A Division of 
General Aniline & Film Corp. 
Johnson City, New York 


| 

| 

| 

| 

| 

| Gentlemen: 

| Please send free copy of “The 
| Simplest Business System”... fully explaining use of translu- 
| cent papers and new Ozalid Streamliner. 

| 

l 

| 

| 

| 

| 

| 
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Ozalid in Canada—Hughes Owens Co., Ltd., Montreal 
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AND...It’s here to stay 
ahee 


FLAW :- 


It's time for business to stand up and cheer 
because at last a really new and practical clerical 
desk has arrived. The FLOW DESK* is destined 
to set the style tempo for commercial desks for 
years to come. Remember . . . only Indiana 
Desk Co. offers all these features. 


©@'SOFT TONE FINISH—sponsored by W.O.F.I. 
@ Set Back base with diagonal skids 

@ All rounded edges 

@ Smartly styled wood pulls 

@ Lock on upper right hand drawer 

@ 29" height 


* Designed by Henry P. Glass—Industrial Stylist. 
Investigate —Ride the Crest with the Flow Desk 


7 desk co. — 


JASPER, INDIA 2QQOqJqJqrR 
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How to earn the boss’ praise... 
| =u oe i, CS 3 ea , | 


ee eee 


"BE SURE YOUR PACKAGES,” SAYS TEX A LETTER TO YOUR BOSS IS TORN ? 
"ARE SEALED UP SAFE AND TIGHT. YOU THINK THAT YOU'RE ‘IN DUTCH’? 
AN INCH OR TWO OF TEXCEL TAPE WELL, MEND IT QUICK WITH TEXCEL TAPE 


WILL REALLY FIX THEM RIGHT /” THAT STICKS WITH JUST A TOUCH. 


_ YES, YOU AND TEXCEL BOTH WILL EARN 
THE BOSS WARMEST PRAISE. 

_ $0 STICK WITH TEXCEL FROM NOW ON 
YOULL FINO IT REALLY PAYS / 


Bree oy 


ITS GRAND FOR EDGING SAMPLE BOOKS 
ANO KEEPING THEM IN SHAPE. 

AND FOR A CHART THATS NEAT AND SMART, 

USE COLORED TEXCEL TAPE. 


Y soos 
. Js $f + 
3 Y 3 3 tity 3 
37% 3 ; ae 
SS Ke 


excel Ta 


fe WG CELLOPHANE TAPE 
con “ye STICKS WITH A TOUCH 


INDUSTRIAL TAPE CORPORATION - NEW BRUNSWICK, N. J. 
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YOU CAN MEET EVERY FILING PROBLEM 
WITH THESE FILING FEATURES! 


Four Heights from which to choose Yes — Invincible Files have everything you need 


e to meet any filing problem. Whether it’s corre- 

Finger Touch Control Positive Lock Compressor spondence, or any of the myriad of record cards 
e and forms — there’s an Invincible File drawer com- 

bination to accommodate them. What’s more, sci- 


Ball Bearing, Cradle-Type Drawer Suspension : ; : 
e entifically designed inserts and compressors assure 


Big choice of Drawer Inserts and Dimensions you the easiest, most efficient filing a or 
e known. For complete information on these out- 
standing files, see your dealer or write: INVINCIBLE 


Welded Reinforced Steel Construction 3 ; ‘ 
METAL FURNITURE COMPANY, Manitowoc, Wis. 


* 
Choice of Four Smart Colors 
e 
Exclusive Concealed Safe Units 
* 


EXCLUSIVE CONCEALED SAFE UNIT! 


A patented feature available 
only to Invincible users be- 
cause only the INVINCIBLE 
line of metal filing cabinets 
has them! It offers guaran- 
teed security for 
your valuables 
and papers in 
your home or 
in your office. 


COLORS 

@ Standard Olive 
Green 

@ Rich Walnut 

@ Gorgeous 
Mahogany 

@ New Modern- 
aire Gray 
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, you want to 
| speed up 
Office FOULING, 
minimize CIYOrs, 
cut the cost 
Of PAPEL WOTR, seez0 an wing ote oy 99 te 


quires. Minimum errors—without recopying, mistakes 
are fewer. Lower costs—no needless writing, needless 
handling, needless record-hunting. 


No matter what business you’re in... no matter if you 
use five thousand forms a year, or five million... you 
can operate for /ess with Uarco Business Forms. For a 
complete survey of your requirements—without cost— 
call your Uarco Representative. 


r + 4 UARCO INCORPORATED 
_ Chicago, II1.; Cleveland, Ohio; Oakland, Calif.; Deep River, Conn: 


Offices in All Principal Cities. 
ty UARCO © 


get. 
business Ne 


forms 1 
Y - 


CONTINUOUS-STRIP FORMS FOR TYPEWRITTEN 
AND BUSINESS MACHINE RECORDS 


for instance... 


UARCO Multi-Fold Continuous 

Forms cut writing and handling 

time by continuously feeding the 

x typewriter while the girl types 

x <a —no carbon shuffling! Other 
Se Uarco forms provide similar 

Xe economies for hand-written or 


ey 
NX ill business machine records. 


AUTOGRAPHIC REGISTERS AND 
REGISTER FORMS 


a 
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Whenever you, like ‘Pookie’, are plan- experience. He can help you choose the 
ning important office changes, ask the _ right kind of equipment to go with your 
advice of an expert. Your Stationer can _— plans, too. It’s just one of the many 
offer sound suggestions based on long services Your Stationer can render. 
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A good man 
io know better 


TRADE MARKS REG. JU. S. PAT. OFF. 


iene 


EBERHARD FABER PENCIL COMPANY 


Leadership in Fine Writing Materials— Office Pencils, Drawing Pencils, Drafting Pencils, Colored 
Pencils, Ink Pencils, Hectograph Pencils, Pencil Erasers, Ink Erasers, Typewriter Erasers, Business 
Machine Erasers, Fountain Pens, Mechanical Pencils, Refill Leads, Rubber 
Bands, Marking Cra yons, Compasses, Stamp Pads & Inks, Type Cleaners. 
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On Not Working Harder 


*% AS nations go, the United States is only a baby—our first 
President took office just 159 years ago this month, and 
what’s 159 years in the great march of time? Yet we are not 
the nation of young and vigorous people we used to be and 
the proportion of old folk to young folk is rising all the 
time, as those who worry about such matters point out fre- 
quently. 

Could that be the reason why employers have to complain 
so much these days about labor productivity? Are bricklayers 
laying fewer brick and automobile workers tightening fewer 
bolts per hour than they used to because bricklayers and auto- 
mobile workers as a whole are getting older? Or is it because 
they are unionized? 

The forty-plus worker gets a better reception in factory 
jobs than in office jobs. The unions have not got very far in 
the office field. Yet management complains as much, if not as 
loudly, about decreased productivity in the office as in the 
factory. 

Literal interpretation of the injunction that man must 
earn his bread by the sweat of his brow began to take a beat- 
ing when woman invaded the office. Work for work’s sake 
was never a feminine principle—the girls are too smart for 
that. No girl ever sat on a high stool, pushing a pen, from 
7:30 to 6, Monday through Saturday, as the typical old-time 
office galley slave used to. He was doomed to the office from 
boyhood till death; few girls look on office work as anything 
but a stop-gap between school and marriage. 

Just a few thoughts. We come to no conclusion! 
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to be Measured at 


mx AS WE GO to press, plans are just about com- 
plete for the 29th annual conference of the Na- 
’ ional Office Management Association, to be held 
mn Kiel Auditorium in St. Louis, from May 23rd 
4 hrough the 26th. Registrations for the conven- 
ition have long since passed the thousand mark. 
@evhile the office equipment exposition is already 
mssured of being one of the largest and most 
omprehensive shows ever held anywhere. 


= “Office Teamwork for Production” is the theme 
mpi this conference, the first NOMA conference 
ver to be held west of the Mississippi. In a state- 
° ent prepared for the conference program, O. J. 
eMunn, Duquesne Lighting Co., Pittsburgh, 
president of NOMA, says: 


“The past twelve months have brought newer 
nd larger problems to those of us engaged in 
fice teamwork; many of us are today searching 
or the answers to those problems, while it is 
qually true that not a few have discovered new- 
r, better answers, and are prepared to share 
heir experience with us. Together we meet to 
lan and to hear how others have planned; to- 
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For the ideas that keep the office abreast of the times 


OFFICE MANAGEMENT ADVANCE 
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gether we will come out of the long hard pull with 
a better way of doing our tasks. 

“Your Conference and Exhibits Committees 
have worked long and arduous hours to make this 


PRESIDENT O. J. McMUNN 
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DR. R. P. BRECHT 
Recipient of Leffingwell medal 


conference the outstanding one in NOMA’s his- 
tory; St. Louis Chapter members have left noth- 
ing to chance in arranging for your convenience 
and comfort—all of us hope that your stay in 
St. Louis will be profitable and entertaining, and 
that you will take full advantage of all the oppor- 
tunities provided for you at this splendid 29th 
annual event.” 

That the newer and larger problems referred to 
by Mr. McMunn are about to be tackled is strong- 
ly in evidence when the program is reviewed. 
“Production Standards for the Modern Office”, 
“Organizing for Office Teamwork”, “Office Prac- 
tices for Productive Teamwork”, “Education for 
Management” are the titles of some of the talks 
which bear out the conference’s theme. The ever- 
present problems involving personnel will of 
course come in for discussion. What is expected 
to be one of the most helpful sessions devoted to 
the personnel field is that which will cover union- 
ization in the office. 

Due recognition of the importance of the office 
equipment exhibit is stressed by J. S. Wiltse, 
Johns-Manville Corp., who points out that the 
St. Louis Exposition has three objectives: to re- 
view developments in the field of office machines ; 
to give specific product information; to survey 
the competitive field. That the manufacturers of 


all types of office equipment and supplies are 
aware of the importance of this annual feature in 
the office equipment field is evidenced by the 
scope of this show—more than seventy-five top 
manufacturers will be represented. 

A highlight of the conference will be the pres- 
entation of the Leffingwell Medal to Dr. R. P| 
Brecht, Professor of Industry, and chairman of 
the department of Geography and Industry of the 
Wharton School of Finance, University of Penn- 
sylvania. The Leffingwell medal is presented 
every year to that individual who has been ad- 
judged to have made the most outstanding contri- 
bution to the profession of office management, 
Another award winner is A. P. MacIntyre, vice- 
president, Lever Bros. Co., who will be presented 
with the Noma Fellowship awarded annually to 
some outstanding individual who has risen from 
the ranks of office management to the very high- 
est rank in business. i 

All attending the St. Louis conference are go- 
ing to have plenty to see, hear, and absorb, bu 
if they find a few hours of spare time, the chance 
are that the hospitality committee of the St. Loui 
chapter of NOMA will have a few attractions 
lined up that will represent worthwhile entertain 
ment and relaxation! 


A. P. MACINTYRE 
Awarded NOMA Fellowship 
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KENNETH B. WILLETT 


Vice-President 


Vv. W. FRY 
Headquarters Staff 


WILLIAM H. EVANS 
Secretary-Treasurer 


A. C. SPANGLER 
Headquarters Staff 


H. A. WARNER 
Headquarters Staff 
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ABOVE: TYPICAL EXAMPLE OF SERVICE AFTER EFFECTIVE UTILIZATION 


WAS PUT INTO 


EFFECT. Construction, supply, and real estate service consolidated on south wing, third floor. 
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ABOVE AND BELOW: TYPICAL FLOOR EXAMPLE BEFORE LOGICAL PLANNING. Construction, supply and real estate service on sout! Un 


wing of third floor and half of south wing, fourth floor. Because of urgent need for space, space had to be occupied as it was relinquishe}, 
by previous occupant. Therefore an excess of furniture and improper utilization are evident. 
under conditions at the time, space was not properly consolidated, 


lowering efficiency. 


Because of initial lack of planning, impel 
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% ONE of General Bradley’s first acts, in 
)August,, 1945, upon becoming Administrator of 
Veterans Affairs, was to recommend and put into 
effect the complete decentralization of the Veter- 
ans Administration. This meant the dividing of 
cn onaee the United States into thirteen Branch Areas. 
___—— These areas also included all the territories of the 
rvice on sou! United States. Each Branch was to be responsi- 
rine for administering the affairs of all veterans 
in Its particular area, and they in turn, were 
—_———tesponsible to the “home office.” 
The “home office” of the Veterans Administra- 
: __ {tion in Washington, D. C., was designated as the 
| 


re ae 


Central Office, and the other offices, within the 

thirteen Branch Areas, were known as Branch 

Y Office No.—whatever the area number was. Under 
pach Branch Office there were established Region- 

hl, Sub-Regional, and Contact Offices, the number 

ag depending on location and veteran popu- 
dation, 

Richmond, Va., was designated as Branch Office 
je) 0. 4, and made responsible for administering 
: he affairs for all veterans in Virginia, West Vir- 
mn North Carolina, Maryland, and the District 
* olumbia. Regional, Sub-Regional, and Contact 
‘ Ces established in these states were also under 
* Jurisdiction of the Richmond Branch Office. 

y. 1948 
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Main entrance of Richmond Branch No. 4 building of the Veterans Administration. (South wing; annex hidden from view) 


A VA Space Report 


By Ralph Tabakin 


Administrative Assistant, CSR Service, Branch Office No. 4. Veterans Administration, Richmond, Va. 


Because of this decentralization and the accu- 
mulating backlog of work, it was necessary to 
immediately locate approximately 400,000 square 
feet suitable for administrative and storage space. 
This was considered the minimum square footage 
necessary for properly housing the contemplated 
2,000 employees needed for the efficient operation 
of facilitating the records and affairs of the vari- 
ous offices and veterans. 

At that time, due to labor and material short- 
age and high cost of construction, it was deemed 
unwise to build. 

An extensive survey, conducted by the Real 
Estate Division of the Branch Office, indicated 
that the Richmond real estate market had no 
available accommodations suitable for the housing 
of this agency. 

It was decided that the Branch Office would 
temporarily take advantage of approximately 
100,000 surplus square feet of ward and storage 
space offered by the Army at McGuire Hospital, 
a few miles south of the city, but this installation 
proved impractical because of the inconvenient 
location and the lack of city transportation. 

About this time, the United States Patent 
Office, located in Richmond since the outbreak of 
the war, began to make arrangements for its 


OFFICE MANAGEMENT AND EQUIPMENT 23 


Li - ee ere ae AN a : hae ae ee oe) Sa! . 
a = = Bs of ame q 
— ~ . \ 2 | 
4 ; aa ; 
me ' : . \ 
| |i : myo 
| sya | 
soe i PS. — — . oy “< 
1 = . | . Pf Se, - eo 
-] & ao ad —_— —— — ' +f . » re e Dr 
= P ae . : - — ll hh? } Mt, pon 
sroneat “ : * we ils 4 Bet: Me _— ‘ 
. se ; 3 3 
ez nee —e pila w iL. ; 
5 » y | o ' i J 
_ ~ ca ie i ik: 
‘ Ca 8 f —J me 
— seamen aime pel ene teil i i 4 + ye — BN i ni q 
4 a 
| q 
— ) : 
: ee 
Q = 
=I, - | ; 
== git eee 
EP nl 
7) @ | 
a 
. se 
a. - : 
a a re ieee a. igs oe ene Baits [ae 3 i - ee Ee ; uy i yi, : 
Lee » . <a Gi eee 6 OK a, 


return to Washington, which would release its 
Richmond space for other use. 

The building occupied by the Patent Office was 
formerly a tobacco warehouse owned and oper- 
ated by the British-American Tobacco Co. This 
building was leased to the Patent Office for ad- 
ministrative use. The building consisted of a five 
story main building and a two story annex. Total 
square footage of 180,000. 

The space situation became so desperate that 
the Navy released approximately 127,000 square 
feet at their Richmond installation. This space 
was used for receipt, storage, and stock and issue 
of bulk supplies by the Branch Office. 

After a detailed space survey and study of the 
needs for the expanding Insurance Service, Cen- 
tral Office decided that the 100,000 square feet 
offered at McGuire Hospital could be satisfac- 
torily utilized by this service. 

The 180,000 square feet of space utilized by the 
Patent Office would suffice for use by the remain- 
ing services, therefore final arrangements were 
made for the Veterans Administration to take 
over the Patent Office Building. 

These three locations would enable the Branch 
Office to satisfactorily expedite its work. 

From February 15, 1946, until January, 1947, 
the Patent Office periodically released small 
blocks of space for use by the Veterans Adminis- 


tration. 
it was believed expedient to occupy this space as 
it was relinquished. In general, sufficient square 
footage was not released in large enough blocks, 
or related areas, to allow for logical planning in 
space allocations in either the main building or 
the annex. 


After the remaining services, or departments, 


Due to the urgent need for this space, 


were finally situated, and the building occupied | 
only by the Veterans Administration, attention | 


was given to the establishment of a definite 
procedure for efficient utilization of all space and 
the proper location of the services. 

The Real Estate Division initiated a thorough 
investigation of all space with the following prin- 
cipal objectives: 


a. To determine instances where space is either 
excessive, insufficient, unsuitable, or unnecessary 
for proper performance of the occupying organ- 
ization. 

b. To provide data to be used as a basis for 
re-allocation of space between or within occupying 
services, divisions, or sections. 


c. To determine that all space is economically | 


utilized and to prepare recommendations as to 
consolidations, re-allocations, and re-assignments 
in terms of economy of operations, adherence to 
applicable standards, cost, and criteria. 


(Turn to page 68) 
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QUALIFICATIONS 
FOR A 
SPACE OFFICER 
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CURIOSITY OF A CAT. 

TENACITY OF A BULLDOG. 
ENTHUSIAM OF A JITTERBUG. 
FRIENDLINESS OF A CHILD. 

GOOD HUMOR OF AN IDIOT. 
SIMPLICITY OF A JACKASS. 
ASSURANCE OF A COLLEGE BOY. 
DETERMINATION OF A CAB DRIVER. zt 
DIPLOMACY OF A WAYWARD HUSBAND. 
PATIENCE OF A SELF-SACRIFICING WIFE. 
TIRELESS ENERGY OF A COLLECTOR 
OF PAST-DUE BILL9? 


Space officer's qualifi 
pe ll as listed by 
Ralph Tabakin. 
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Photos by Ollie Fife, N. Y. 


Irene C. Murtha, Teletype operator, radio department, Marschalk & Pratt Co, 
Her job and all other jobs get written up. 


_ All Jobs Described at Marschalk & Pratt 


By Charles Hackett 


* FINDING FAVOR with the employees of 
Marschalk & Pratt Co., New York advertising 
agency, is a one-page mimeographed bulletin, 
Who's Who in M. & P. Each week, it describes in 
a friendly, readable way another of the agency’s 
many jobs. 

Aimed simply at drawing the agency staff into 
4 more closely-knit group, the series—unlike most 


efforts at job analysis—makes no step-by-step at- 


Aa oe 


tempt to show how a job is done. Discussing du- 
ties and problems informally, however, accom- 
plishes the double objective of educating the per- 
sonnel in the whys and wherefores of different 


_ jobs in various departments, and showing how 


cer'squalif 
s listed by 
akin. 


Moy: 1" 


| lear their collective hair over. 


individual performances tie into the successful 
operation of the entire agency. 

Executives of this twenty-five-year-old company 
devised this unique method of enhancing employee 
relations after careful study of their situation. A 
‘ituation, incidentally, that a lot of business firms 
Yet few, to our 
May, 1948 


knowledge, come up with a solution as practical 
as Marschalk & Pratt’s, or half as easy to put into 
operation. 

It starts when a company finds itself handling 
more business than ever before. They hire more 
people. And the more people they hire, the more 
office space they need. 

In Marschalk & Pratt’s case, convenient space 
was not available in the 35-story Fifth Avenue of- 
fice building which has housed the agency since 
1934. But there were odd parcels of space on 
various floors, and the agency took them, spread- 
ing its staff on five floors—from the sixth to the 
thirty-fifth. 

Now, with the weekly Who’s Who, the company 
is busy informing the scattered staff members 
about each other. The bulletins, they find, are 
especially liked by those who rarely get an oppor- 
tunity to leave the floor on which they work. These 
people seldom see many of their co-workers long 
enough to learn much about them or what they do 


OFFICE MANAGEMENT AND EQUIPMENT 25 


i” 2" ee ee oF Reaiianas Seow a 2 ae Pe fe 60. aa ; — eee a” 
. a lr Ul “'s 
Pes ee g es = hy ae Fer aa Br th Se a he ay) , a Opes. 
eo). ees a rig ai bs q ty eae ee sy Bie -: ae ~~ i Te =| : < } 3 z 
ee _ 
~ @ veces , 
1 ‘ % prvenee re eo ; 
ve ae S. 
eRe i = es 
— oso g2355, s 
ae, 4 vig z oaees 
Me te a : 
= “Re © ie 
| fs i, oO See 
| ae ae ~ & me ie 
oe ae > t a . s 
=. ma = ie? e 
a a ¥ | . 
~~ m \ a lea u ) fo , il 
. bes a i. . = eet. * ou 4 : h. 
8 Ce. ee ‘a . J ‘ 
OE a ai 
ee Mtn, ; Ns 
- | 4 é P é bee é 
I a 2 a ta! ns 
~~ »/| \ ' ys f A a , cade aa 
wa) =: hi 4 ea i: 
= P ‘ oR a Sais ty gs ale . a 
Pan " “4 Fe 4 
ie, ’ iki. a 
cs es Sy a ee : ae at 3 of 4 
es) bs. ee oe ; a 1a ¥ r ‘ ‘ 
Ai Soe ts a Se Oe a a 
—————— Te ee a a i 
a om 4 ue | Soe “a 5 or, f 
fe és oe ae ie 
eae Be es - e Siaiesa F oS i 
= =. - . . aaa i i. 
ea CS = i aE Ap oe 
Up * . s iets, f 
Wisc: ee ee 2 * c- a 
| Sr aa > 7 P 4 a uu. 3 ; 
— a OMe ee See SN ay 
ae : oe 4 Sie * «ty | Wha Ste 
— -- 5g a ,. sly :™ oe he ee 
og i ee fr eo x 7 > b 
3 2? > Pa >= _ =a 
ae ae 4 es eee oe ie ee n 
a ee FN ets 7 ; 
y 4 PaaS ; 
ee J 
| ee | 
| a 
t 
f 
i a ae = d pak a 4 ri we eile: ae Bd oe wit ae ie, ; 
hy —— ean te . i a et) oleae ie ee a gers oe - es Vat, ae er 


to earn their semi-monthly paychecks. Here job 
description helps. 

There’s nothing elaborate about this Who's 
Who. In fact, the company purposely keeps the 
bulletins simple. Yet all are expertly prepared. 
for the agency’s own copywriters handle the as- 
signments, and one of the staff artists brightens 
each page with an eye-catching sketch that sym 
bolizes the job under discussion or the person 
holding it. 

One story, describing the work of Ruth Camp 
bell, secretary to the copy and traffic departments. 
shows a girl dressed in a traffic cop’s regalia, one 
hand working a stop-and-go signal, the other 
pounding a typewriter. The artist pictured Ed 
ward F. Gerish, director of marketing and re. 
search, as Sherlock Holmes, squinting through a 
magnifying glass at three large volumes—Re 
search, Surveys, and Reports. 

As for the actual stories. the copywriters are 
bound by no hard-and-fast rules. 

“Center major emphasis on jobs rather than 
personalities,” they are told, “and use your own 
judgment from there on in.” 

From all reports. the agency copy men enjoy 
tackling the assignments. Rivalry has even de- 
veloped among them to see who can most effec- 
tively get across the importance of the jobs they 
write about. To prevent excesses of enthusiasm 
from carrying them away, though, they have to let 
the subject read what they’ve written and have 


a 
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the department head okay the factual material in 
the story. 

Here are a few remarks taken from recent 
Who’s Who bulletins, each prepared by a different 
copywriter : 

About Dorothy Biever, receptionist: “.. . If 
the M & P man he wants to see is busy, an ap- 
pointment is made for a later date. And in any 
event, she ushers the visitor in, or eases him out, 
so that he feels that this is his lucky day.” 

About Rita Casey. billing clerk: “... From his 
books, partner George Poetschke knows the total 
right to the penny. First month she was here, 
Casey hit a home run. Her inventory checked 
perfectly with George’s total.” 

About Helen Booth, media order clerk: “Every 
time one of the publications raises its rates (they 
very seldom reduce rates) she must prepare a new 
Estimate so that we may have the client’s author- 
ity to pay the increased price.” 

Before Marschalk & Pratt Co., completes this 
unusual “slow motion” Who’s Who series, every- 
body will know what everyone else—from senior 
partner Harry C. Marschalk right through to the 


girl who delivers the office mail—does to keep oc- | 


cupied day after day. 

To any business firm that is looking for an easy- 
to-handle, effective way of letting all its employees 
know what makes the wheels go ’round, the Mar- 
schalk & Pratt Who’s Who plan offers food for 
thought. 


Even the big boss gets his job described—desk of Harry C. Marschalk, senior partner, Marschalk 
& Pratt Co., New York. 
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/y PERHAPS you are planning to take on a new 
type of employee. From all indications, a great 
many companies are doing so and must in the 
interest of good office management. You may 
lot recognize that he is a new type of employee 
and that his activities will require special qualifi- 
tations. The last decade has seen the develop- 
ment of planning staffs in large offices and the 
‘Movement was increased during the war. The 
analyst is not just another employee but one with 
|Special knowledge, techniques, and attitudes. 

What should he know to contribute his part 
to the enterprise? Many companies are selecting 
someone from among their own employees. That 
does give one important aspect of knowledge be- 
cause the employee comes to the job with a know! 
edge of the organization. There is the danger 
also of carrying on the old traditions merely for 
the sake of tradition. What we may need is one 
Who, as the English express it, can “ventilate” 
ur problems without reserve. All our offices 
‘ed a great deal of ventilation. So the prac- 


"He should be certain that all employees understand the objectives of the study” 


The Analyst Meets His Public 


By Charles O. Libbey 


Head, Office Methods Staff, Tennessee Valley Authority, Knoxville, Tenn. 
{ Second of two articles; the first appeared in April issue 


tice may not be bad if in addition the em- 
ployee has a good background in office manage- 
ment principles or has the absorbent mind to 
acquire it. He must be in a position to contribute 
more to the office ventilation than the company 
already has considered. 


Every listing of office operations reveals how 
broad and varied are its activities and how much 
they require a specialized knowledge. Briefly. 
there is the work area with its varied problems 
of work conditions and communications. There 
is the standardization of supplies, furniture, appli- 
ances, and machines. There are method of work. 
form design, and the meshing-together process of 
all this material. There are employes who use this 
material to obtain office objectives and who are the 
most intricate of all the elements in office opera- 
tions. The analyst’s knowledge therefore reaches 
out toward the architect, the engineer, the health 
officer, the accountant, and the psychologist. Office 
management may have come up the hard way 
through actual experience, but it also has a back- 
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ground in the research laboratory. The analyst 
must have a working synthesis of the truths and 
facts in a very wide field. , 

Long ago Aristotle, who knew so much abou 
so many things of life, wrote: 

“It is a curious fact that there are areas of 
endeavor where those who teach do not practice 
and those who practice do not teach.” 

Knowledge in itself is not enough for your 
analyst. He must know how to make a selection 
and to put his teaching to work. There is usable 
knowledge and there is information that has no 
particular utility. To know that the balance 
wheel of your watch travels 5.000 miles a year, 
that the cost of the war for every man, woman, or 
child in the country is more than $3,000 each, that 
there are 10,200 straights in a pack of cards 
which may have been invented by an insane man, 
may be interesting factually, but it can hardly | 
put to business use. The “know how” which we 
talk about is something more than general knowl- 
edge. It pre-supposes a selection from a field and 
knowledge put to use for a common good. 


Your analyst must have techniques which are 
the special application of knowledge to his “area 
of endeavor.” He will be engaged in finding, 
assaying, arranging, and applying facts. “Facts,” 
says a dictionary, “are the quality of being actu- 
al.”” So he must have the techniques to deal with 
actualities in detail. 


He must find facts already found. Before any 
study gets under way, he should assemble infor- 


mation from the files, office records, charts, and 
instructions. He must get the “feel of the job” 
first. 

He must find facts through interviews. He 
should be certain that all employees understand 
the objectives of the study. Everyone is jealous 
of outside interference or anything that can affect 
his pay envelope. 

He must find facts through observation. He 
should take time enough to be certain that the 
process which he is investigating is normal. Any 
spot-checking should cover a_ representative | 
period. There should be copious notes on methods, | 
motions, machine use, practices, and persons— | 
and yet he should not give the impression of 
snooping. 

He must square the assembled facts with stand- 
ard practice. Too often the office analyst makes 
the mistake of thinking that he must create a 
spectacular solution. Practically everything has 
been done before somewhere. All that he can 
possibly know of the field of office management 
will be of assistance for his solution. 


The analyst must organize his facts in a new 
combination. By this time certain assumptions 
should be apparent. The synthesis from which he 
will draw his final recommendations will be made 
up from an application of his experience and 
ingenuity to the findings. 

He will arrange facts for presentation. Whether 
he reports verbally or in writing, he should 
organize his thoughts in a way to obtain favor- 


(Turn to page 66) 


“He must find facts through interviews . . . through observation. . . . He must square the assembled 
facts with standard practice" 


By Ewing Galloway, N. Y, 
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Lunch hour at J. C. Penney Co., New York 


Cafeteria at J. C. Penney Co. Office 
Makes Lunch Hour Inexpensive 


* PEOPLE at the offices of the J. C. Penney Co., 
at 330 West 34th St., New York, “eat hearty” 
for very little today, in spite of skyrocketing 
food prices. Each day between 11:10 and 2:00 
nearly everyone in the New York office of this 
department store chain is “going up”’—meeting 
for lunch in the eighteenth floor cafeteria. 

The Penney cafeteria was first opened in 1925 
with the aim of offering a wholesome and attrac- 
tive lunch at a moderate price—in a neighbor- 
hood where restaurant facilities were extremely 
poor. Today the cafeteria represents not only 
convenience, but a substantial saving for those 
Who use it. Prices and portions are the same as 
before the war. Average lunch expenditure is 
35 cents per person. 

Originally the cafeteria was designed to serve 
300 persons. Since then the company has ex- 
panded greatly, so that now the average number 
of lunchers per day is 1,000. The cafeteria still 
has a seating capacity of 270 at one time. 


Biggest task facing the cafeteria is to keep the 
crowds moving quickly, to get them served and 
seated efficiently. First step in solving this prob- 
lem was to stagger lunch hours in the various 
departments. Previously, when the personnel 
number was smaller, the entire office force 
lunched from 12 to 1. Now, the lunch hours for 
the different departments begin at fifteen minute 
intervals. 

Helping to cut down congestion are the sepa- 
rate hot food and sandwich stations. Those want- 
ing sandwiches for lunch form a separate line and 
have a separate dessert counter adjacent to the 
sandwich station. Then they can pass behind 
those waiting for hot food, pick up a beverage 
beyond that line, and move on to the cashier. 

Eleven persons pass the cashier per minute 
during peak periods, and only limited seating 
capacity prevents a higher rate. There is no real 
problem about seating, because all are aware of 
the crowded conditions. Through consideration 
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for their fellow workers, they do not linger in 
their seats. On an average, each person is seated 
approximately seventeen minutes for lunch. 

The cafeteria is managed by a staff of eleven— 
a steward, a cashier, two first cooks, two counter 
men, three counter girls, and two kitchen helpers. 
The cafeteria day starts at 5:30 A.M., when the 
chief cook arrives to put the soup on. He then 
supervises the cleaning of fresh vegetables, and 
other preparations by the crew which comes on at 
6:00 A.M. 


An eye to the weather 


The chief cook judges the day’s crowd by the 
weather. If it looks like rain, he orders more 
bread, more fish, more food in general. The 
amount of food consumed each day indicates that 
Penney people eat hearty. According to records, 
each day they down 300 pounds of meat, 32 pies, 
160 quarts of milk, 12 gallons of ice cream, as 
well as large quantities of fruit and vegetables 
and other foods. 

Meat for the cafeteria is bought about a week 
in advance and stored in two big refrigerators 


which have a combined capacity of 600 cubic feet, 
Baking is done off the premises, but is tested for 
fine texture and flakiness. 


Own maintenance staff responsible 


All cafeteria equipment is maintained by the 
Penney company’s regular maintenance staff. 
Equipment includes a dishwashing machine, a 
milk dispenser, a slicing machine, a mixing ma- 
chine for dough, four Vulcan restaurant-type 
stoves, as well as all the counter equipment. Very 
little maintenance is required for equipment be. 
yond the normal tasks of cleaning, painting, ojl. 
ing, and greasing. 

Another periodic task is dish 
Cracked dishes are sorted and disposed of imme. 
diately. not only because they are unsanitary, but 
also because they make for accidents by breaking 
unexpectedly when loaded with food. 

The fact that so many Penney associates eat 
regularly in the cafeteria—rain or shine—indi. 
cates its popularity and usefulness. The food. 
they agree, is far above restaurant average in 
quality, and prices are incredibly low for today. 


Getting the Most Out of 900 Square Feet 


(See pictures on opposite page) 


% HOW imaginative over-all planning and func- 
tional design can overcome the most rigid space 
limitations has been demonstrated by Designs for 
Business, Inc., in creating the new offices of the 
Sea Island Manufacturing Co., manufacturers of 
men’s and boys’ shirts, at 230 Fifth Ave., New 
York. 

Given 900 square feet of floor space for two 
executive offices, two salesrooms, a reception room, 
and a linking corridor, Designs for Business 
worked out the space shortage problem so suc- 
cessfully that the small area has been converted 
into an entirely satisfactory headquarters for Sea 
Island. 


Like a jigsaw puzzle 


The project was similar to a jigsaw puzzle, 
according to Maurice and Joseph Mogulescu, the 
two brothers who head Designs for Business, ex- 
cept that they had to shape their own pieces. 

By discarding the conventional right-angle type 
of floor plan in favor of slanting walls, they were 
able to give ample room to the executive offices, 
and provided a corridor between them which leads 
from the reception room to the sales offices. 

Custom-made furniture, each piece created to 
fit a certain spot, was designed to give the impres- 
sion of spaciousness, and groupings were arranged 
with an eye to accessibility and comfort as well as 
compactness. 
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Any hint of tightness was further avoided by 
an effective color scheme combining harmony, 
for the illusion of spaciousness, with contrast, for 
interest. Corrugated Transite walls in deep choco- 
late brown, contrasting with opposite walls of 
sand beige Weldtex, seem to expand the view from 
the moment one enters the reception room. Choco- 
late brown and beige walls and light pickled oak 
furniture throughout are highlighted by rich 
brown tweed upholstery in the executive offices, 
brilliant firecracker red in the reception room, and 
limed green tweed in the salesroom. 


Unusual use of webbing 


Since the budget barred the installation of an 
air conditioning system, the dividing walls were 
made low enough to allow ventilation, while pri- 
vacy was assured by canvas webbing above the 
partitions. 


Another money-saving device was substituted 
for the dropped ceilings which might have been 
used to disguise the beams and sprinklers. I1- 
stead, Designs for Business camouflaged these 
necessary eyesores by painting them a deep choco- 
late brown and drawing attention away from the 


ceiling with bullet-shaped lighting fixtures. 10 | 


further accentuate the void of the ceiling, white 
canvas tape was woven through the dowels in the 
webbing above the wall partitions. 
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Utilizing 
900 Square Feet 


UPPER: Two desks and abundant seat- 
ing and cabinet provisions fail to crowd 
this executive office of Sea Island Man- 
ufacturing Co., New York. Only 13 feet 
long, 12 feet wide at one end, and 6 
feet wide at the other, the office was 
planned to give the effect of spacious- 
ness. (See story, page opposite.) 


Open-bottom desks tapering from the 
wall occupy a minimum of floor space 
and allow plenty of room for knees. 
Webbing above the wall partition sep- 
arating the office from a corridor pro- 
vides ventilation and assures Privacy. 
Light pickled oak furniture and tweed 
upholstery harmonize with beige walls. 


LOWER: Well-planned furniture ar- 
rangement in this sales office of the Sea 
Island Manufacturing Co. aids in: efficient 
utilization of space. Strategically placed 
cabinets permit a salesman to go through 


an entire line of samples without rising 
from his seat, 
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SHIPPING INSTRUCTIONS 
ORDER | NO. 987 TO AFFEAR ON PKGS. 


* TIME-CONSUMING METHODS, bane of 
many a sales-production-shipping operation, have 
been dealt a severe blow by the procedure now 
being used by Schenley Laboratories, Inc. 

The Schenley executive office is located in 
New York; the production control office in Cin- 


SIDE HEREOF ARE ACCEPTED BY THE BUYER. 


Sample of forms used in efficient, speedy procedure 


How Schenley Laboratories, Inc. . 
Speeds Ordering and Invoicing 
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cinnati; and the manufacturing laboratories 1 
Lawrenceburg, Ind. All sales orders which origt 
nate in New York formerly had to be sent to 
Cincinnati for checking and approval and then 
transmitted to Lawrenceburg to be converted into 
production orders. 

May, 19 May 
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Receiving in Cincinnati simultaneously with transmittal in New York 
and receiving in Lawrenceburg 


As the procedure on ordering was originally, 
working copies of the orders were typed for use 
in the New York office, and the information was 
then teletyped to Cincinnati in the form of an 
ordinary teletype message. In Cincinnati, this 
information was received on blank paper. Here 
it was checked for accuracy and completeness of 
detail and retyped for transmission to Lawrence- 
burg—again being received on blank paper. The 
teletype message was again retyped, this time on 
an order form—and a hectograph master pre- 
pared to duplicate the necessary copies. The loss 
in time, duplication of effort, and the possibilities 
of errors in the several retypings of the same 
information was brought out by a survey by 
A. W. Collins. Cincinnati Multigraph representa- 
tive. 

In eliminating time-wasting elements of pro- 
cedure and simplifying the necessary record-writ- 
ing, officials of Schenley Laboratories made full 
use of speedy communications facilities tied in 
With an appropriate duplicating combination. 

What follows is a description of how working 
copies of every order and invoice are now pre- 
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pared simultaneously in New York, Cincinnati, 
and Lawrenceburg—and at the same time that a 
Systemat Master is being prepared in the Law- 
renceburg laboratories. This master is used to 
produce nine copies of completed production 
orders and six copies of completed invoices, in a 
matter of seconds if desired, within a few min- 
utes after the order itself originates in New York. 

The first step in simplifying and speeding up 
this procedure was a study of the records neces- 
sary and a careful analysis of the forms used. 
This survey showed the possibility of consolidat- 
ing the order and invoice forms. As a result, 
one standard form that will contain all informa- 
tion needed for sales orders, production orders, 
and invoices was designed. 

The next step was to make effective use of this 
form. Starting in the manufacturing laboratories 
where the goods are produced, shipped, and billed, 
it was decided to use a Multigraph Model 50 and 
Systemat Masters to reproduce the necessary 
copies of the completed records. While this com- 


Receiving in Lawrenceburg, with Cincinnati also receiving and New 
York transmitting simultaneously 
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bination would duplicate the business form and 
added variable information simultaneously, with 
every copy adequately legible, use of that form 
had to be correlated with New York and Cincin- 
nati so that the inter-city transmission of infor- 
mation and checking of details would be speeded 
up and chance of error eliminated. 

To accomplish this. the form had to be designed 
for the teletype machine. This was accomplished 
by supplying this consolidated form in an 8!" x 
11° two-part (with one-time carbon) continuous 
strip—with the 11” side punched to fit the tele- 
type. In Lawrenceburg. the first sheet of the 
continuous form is a short-run Systemat Master. 
The second sheet (printed on ordinary paper) is 
used as a record or working copy. Both sheets 
of the two-part sets furnished to New York and 
Cincinnati are printed on ordinary paper. All 
sets are in exact register with each other—and 
the teletype machines used are coordinated with 
each other. 

Today, instead of typing a working copy of an 
order in New York and then retyping informa- 
tion for transmission to Cincinnati, a teletype 
tape is coded at the same time the two-part order 


in 
= 
- 

- 


form in the New York teletype machine is being | 


prepared. The tape is checked and used for the 
transmission of the information to Cincinnati, 
The teletype machines being coordinated and | 
sets being in register, this information is received 
directly on a two-part printed form in the Cip. 
cinnati teletype. Because it was transmitted by 
tape already checked in New York, checking jy 
Cincinnati is unnecessary. 

At the same time Cincinnati is receiving this 
information, the short-run Systemat Master and 
the working copy of the two-part form used jp 
the Lawrenceburg plant is being prepared by 
teletype. Again, no checking is necessary, no 
time is lost. and another retyping is eliminated, 
The second sheet of the Lawrenceburg form is 
used as a record or working copy. 

The first sheet, a short-run Systemat Master, 
is put on a Model 50 Multigraph and the neces- 
sary copies for both production orders and in- 
voices are duplicated in a matter of seconds. Pre- 
collated sets of colored stock, pre-printed for 
identification purposes, are used. 
necessary at times to duplicate additional copies, 
a few white sheets of paper are added to the set. 


Multigraph operator in Lawrenceburg producing fourteen different forms from one 


master prepared on the teletype 
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RIGHT: 


MULTI-USE. The new Wireway portable magnetic recorder in- 
corporates many distinctive features. Sturdily and compactly built 
in a Morrocan-type leatherette covered wood case weighing 22!/, 
pounds, the Wireway features the conventional turntable for phono- 
graph discs which doubles as the takeup spool. The recorded wire 
may be played indefinitely or be re-recorded at will . Another ad- 
vantage Wireway boasts is a broadcast oscillator tube which 
permits the broadcasting from the Wireway to any radio tuned to 
its frequency within 150 feet, thereby enabling the user to take 
advantage of increased tonal qualities obtainable from larger con- 
sole type speakers, and without direct wire connections. An impor- 
tant addition to the Wireway family of accessories which includes 
a telephone pickup device for recording two-way conversations 
and an automatic time clock which enables one to record radio 
programs is a patented foot-control switch which makes the Wire- 
way an ideal secretarial instrument. May be installed by any com- 
petent service man in a few minutes. 


LEFT: 


NEW THINGS 
in the NEWS 


UP-TO-THE-MINUTE time teller. This modern wall clock is just 
about the last word in office clock design. Styled to harmonize 


with modern furnishings, it is called the Manager 12A and sells 
for $14.50 with a chrome case, and $12.50 with a bronze case. 
Overall diameter is 15 inches; numerals and hour and minute 
hands are black, while sweep seconds hands and current interrup- 


tion indicator 


are red. From Seth Thomas Clocks Divisions of 


General Time Instruments Corp., Thomaston, Conn. 


BELOW: 

THE LARGE OFFICE will be interested in this new library for 
recorded music which can be installed into the office. This mecha- 
nism called the Select-O-Matic ‘'200" Library, contains 100 
records. It automatically selects and plays any recording in the 
library without the necessity of touching the record, pickup arm 
or mechanism. Plays either, or both sides of any record without 
turning the record over; it plays records in a vertical position, 


and gives 14 hours of continuous music without ever repeating 
a single selection. This system permits exact selection of music 
to be played and provides a whole week's music on any pre-ar- 
ranged time cycle without the need of an attendant or operator. 
Furnished with or without an amplifier and speaker. Can be used 
for paging, and broadcasting to employees. Models are avail- 
able in wood cabinets or in steel cabinets. From the J. P. See- 
burg Corp., 1500 North Dayton St., Ciheago 22. 
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ABOVE: 

AUTOMATIC INDEX, known as the ‘Kwik List,’ is offered in 
two styles, No. 200 which is all plastic with recessed panel, and 
No. 300 with genuine leather top, tooled with 24k gold border. 
The latter offers warmth and richness and is suitable for individual 
names or initials in gold, or as a premium item imprinted with 
company name or message. Made of Catalin, in a smart stream- 
lined design, ‘Kwik List'’ is large in size and features greater 
writing space. Complete with loose leaf cards, it is available in 
four colors, ebony, mottled walnut, ivory, and burgundy. From 
Sainbera & Co., !nc., 37-43 West 26th St+., New York 10. 


BELOW: 


FORMS CONTROL for electric typewriters. A special platen 
is fitted with a pin-like sprocket for use in processing continuous 
forms over IBM electric typewriters. The sprocket pins grip mar- 
ginally punched forms and hold them in absolute alignment. Up 
to 20 copies in a single form set can be produced without slip- 
page. When the typewriter equipped with a sprocket platen 
forms control is to be used for normal correspondence typing, 
the original platen can be placed back in position in a matter 
of seconds. Available in 12-inch and |6-inch lenaths at $40 and 
$50. Sold only when accompanied by a print order for continuous 
forms. From the Autographic Register Co., 215 Seventh St., 
Hoboken, N. J. 


BELOW: 


CLEANING SOLVENT, sold in concentrated form, for typewriter 
and other office machines. Known as the "SUPE"-r, one odin 
of the concentration is added to seven gallons of any sate leas 
cost peiroleum spirits such as Stoddard's which is available at RIG 
local oil dealers. The resultant mixture makes an effective cleanin 
solution. Made by Gray-Mills Corp., Evanston, Ill. Available in él 
5, 15 and 55 gallon containers. the 
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ABOVE: 


ACCURACY PLUS SAFETY. The ‘'Safe-T-Trimmer'’ eliminates 
the conventional lever-type cutting blade and, in turn, the pos 
sibility of blade dropping on unwary fingers. Blades are only 2 
inch apart. Paper is held in place by a plastic ruling device 
which covers a calibrated platen enabling prints to be trimmec 
accurately and uniformly. Platen is coordinately ruled in V3 inet 
spaces, providing dimensions for all print sizes up to 8 by 10 
inches, but offering 11'/4 inches of actual cutting length. This 
lightweight trimmer is fitted with rubber feet which prevent y 
from sliding about and scratching surfaces. User's fingers neve 
get near cutting blades, and the gadget requires only one hane 
to operate. Pressure is adjustable for various weights of paper 
Unit stands 2 inches high and is 11'/4 inches square. Safe-T-Trim 
mer retails for about $11. For additional information write dire 
to Calgary Bros., 2508 Broadway, New York. 
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RIGHT: 
EFFICIENT TELEPHONE FACILITY. The ‘Holderphone’” helps 
the busy executive, clerk or stenographer to expedite business 
transacted via telephone. It permits freedom of both hands for 
typing, taking notes or thumbing through files while telephoning. 
The new and improved item employs four basic adjusters that 
enable the phone to be set in any desired position. In addition, 
+ is equipped with a fingertip control button that eliminates 
iting the receiver to put the phone in operation, and vice versa. 
Priced at $14.95 [where switches are not necessary, deduct $.55). 
from Holderphone and Switch Co, 5 Beekman St., New York 7. 


ABOVE: 

NEW NICKEL-PLATED STEEL CLAMP, in two sizes, 3 inch and 
6 inch, for holding loose papers on desks or tables. Holes in base 
allow for mounting on walls, bulletin boards or other surfaces. 
Among other things, it can be used to hold inter-office memos. 
From the Elbe File and Binder Co., Inc., Fall River, Mass. 


ABOVE: 


REDUCE ACCOUNTS RECEIVABLE and facilitate prompt pay- 
ments, with this portable electric statement machine, by making 
sure that statements are issued on the first day of the month. 
In addition to issuing statements, it can be used for general office 
figuring such as adding, subtracting, multiplying and dividing. The 
machine is equipped with a 8!/2 inch roller bearing carriage, 
variable line spacer, nine columns for adding and subtracting, 
visible dials, non-add, correction, and repeat keys, and many others. 
Finished in a neutral duo-tone grey, and powered by an electric 
Universal motor, it can conveniently be used on a desk or on a 
stand. This is one of a full line of business machines from R. C. 
Allen Business Machines, Inc., 678 Front Ave.. N.W., Grand Rapids 
4, Mich. 
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RECORDING EQUIPMENT STAND introduced by the Sound- 
scriber Corp., 146 Munson St., New Haven, Conn. The new item, 
the Soundscriber Roll-Aside Stand, is produced by KOL Sales 
Division, Minneapolis, Minn., but is marketed through the Sound- 
scriber sales organization. The stand is sturdy, of rugged tubular 
and sheet steel construction finished to match the walnut finish 
of the cabinet. Mounted on free rolling casters. The front casters 
are fitted with brake levers to make the stand stationary when 
desired. A roomy compartment below the machine provides ade- 
quate storage space for desk folios and discs. The microphone 
is mounted directly on the stand. The telephone recording at- 
tachment may be mounted on the rear of the stand, out of sight. 
as can any inverter equipment necessary in DC current areas. 
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ABOVE: 

SPORTSMAN'S DESK SET. Polished figures mounted on a 
100J jet crystal base with two gold filled sockets and two 79WD 
pens. The base is 9 by 19 inches, name plete | 19/32 by 5!/> 
inches, stream 3 by 5!/2 inches, golfer stands 3 inches high, and 
angler 2'/2 inches high. Name plate, figures, and stream were 
wrought in I4k solid gold. Set was presented to Mr. Herbert 
Bruning of Bruning Co., paper manufacturers, by a group of 
friends whose names appear on the name plate. It commemorates 
a trout fishing trip in Oregon and several days of golf in Califor- 
nia, host on both occasions being Mr. Bruning. The set, as 
pictured, is a tribute to W. A. Sheaffer Pen Co. craftsmanship. 


ABOVE: 
PLASTIC LETTER TRAY of generous file folder size, the Lettadex, 


is designed with slots on each side for the insertion of indicator 
tabs. Aluminum posts, which fit easily into perforated strips, 
enable the tray to be built up to any desired size. Made in 
walnut, oak, mahogany, and grey. Available for immediate delivery. 
From Zephyr American Corp., 2 West 46th St., New York 19. 


LEFT: 


BELOW: ' 
RESILIENCY OF MOLDED FOAM RUBBER for softness ang 


supporting springs for depth of comfort are features of the ney BE 
Taylor Executive Foam Rubber Posture chair of the Taylor Chai, 

Co., Bedford, Ohio. The pivoted hinge posture back follows ang 6 
supports the body in comfort regardless of position. The arms pe 
are short and upholstered so that desks are fully protected, The ta 
frame is genuine walnut and the covering is usually full top grain th 
leather, although plastic Cavalon or gros point are optional, |, pa 
Cavalon the chair is $129.00, and in top grain leather, $163.99 to 


ABOVE: 


A COMBINATION OF IMPROVEMENTS is offered by the ner 
Lockmaster, a new, highly advanced post binder. Its patentec 
opening mechanism permits easy, sure-lifting of the cover from 
the posts with just a slight pressure of the finger. This same sate 
device acts as a completely automatic locking mechanism anc 
assures secure gripping of the cover to the posts when replaced 
Locking is completely automatic. Gleaming tubular stainless stee 
rims protect edges and enhance its functional up-to-dateness. It 
DuPont Fabrolite cover binding, in addition to the beautiful grain 
is tough, grease-proof and scuff-proof. Distribution on this nev 
item has already begun on a nation-wide basis by National Blan! 
Book Co., Holyoke, Mass. 


MICRO BALL bearings are said to be the smallest ground in 
America. The bearings are used by manufacturers of office 
machines and equipment, and the steel balls are being supplied 
to a number of ball pen makers. The bearing shown here demon- 
strates the comparative size of the product. From New Hamp- 
shire Ball Bearing, Inc., Peterborough, New Hampshire. 
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BELOW: 

CUTS MAINTENANCE AND INSTALLATION COSTS. The 
Guth-Lite fluorescent fixture features a Jacknife hinge that facili- 
tates cleaning. With this fixture a light-weight maintenance rod, 


takes the place of a ladder for servicing and cleaning. You lower ual 
the reflector assembly with the handy maintenance rod. The as- 
sembly includes lamps, lampholders, starters, ballast, wiring, reflec- 
tors and louvres. For complete details on this new Guth-Lite 
write the manufacturer, Edwin F. Guth Co., St. Louis 3, Mo. 
j 
\ a? 
ABOVE: 5 
HIGH QUALITY. This Underwood typewriter, designed to accom- = 
plish better results for lithographic reproductions of typewritten 
material, is fitted with a duplex carbon and fabric ribbon. The 
latter feature enables the machine to be used as a general purpose 
typewriter, while the carbon paper ribbon feature provides dis- 
tinctive personal correspondence. The carbon paper feed mechan- 
ism is designed for four hundred foot ribbon reels and feeds only 
when operating the type bar keys. A special mechanism equalizes 
stress on the ribbon and eliminates breakage. Available at all 
Underwood offices throughout the world. For additional infor- 
mation write Underwood Corp., | Park Ave., N. Y. 
LEFT: j 


A STREAMLINED, balanced-pesition mailbag holder, entirely 
new in design, is being introduced by Commercial Controls Corp., 
Rochester 2, N. Y. Made of tubular steel for maximum strength 
with minimum weight, the holder is adjustable in height from 36 to 
40 inches, fitting any size mailbag. A free-swinging bracket holds 
the bag open at a convenient angle so that mail can be tossed, 
MF bp gee thrown or dropped into the bag. Steel pegs placed to fit the 
WTR, > ee average mailbag grommets suspend the bag in position. There are 
I * : : no springs and nothing else to get out of order. It may be moved 
easily, even when the mailbag is full. Occupies 18!/> by 18!/2 inches 
of floor space. 


RP». 
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BELOW: 

SUBSTANTIAL ELEGANCE is evident in the Charles of London 
design of office furniture from the Thomas Furniture Co., High 
Point, N. C. The 1948 catalog of the company is now available. 
The many styles of upholstered office furniture are offered in a 
selection of Boltaflex plastic, vinylite, and top grain leather. 
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ABOVE: 
CONTROL CHECK DISBURSEMENT. The Bank Balance Con- 


troller, providing a single validating point to control check dis- 
bursement, has been announced by the Todd Co., Rochester 3, 
N. Y., as the latest model of the Todd Blue Streak tandem check 
writer-signer. The Controller includes a sealed channel between 
the writing and signing units from which the finished check passes 
into a locked receiving box. Responsibility is thereby limited to 
the one person, who removes the checks and distributes them. 
Protection begins when the writing unit shreds the amount un- 
alterably into the check paper, simultaneously listing the amount 
on regular adding machine tape or special forms. Next the 
checks go into the signing unit where they are counted as the 
signature is imprinted. Finally, the completed checks are passed 
safely to the locked receiving box. Amounts listed and the total 
must correspond to the summary entries, and the count on the 
signer to the number listed on the summary. Completed checks 
necessarily match those figures, so removal, substitution or addi- 
tion of checks is impossible throughout the preparation process. 
Checks prepared in any manner, by hand or any bookkeeping 
machine can be proved and processed by the Controller. 


ABOVE: 

NEW INTERCOMMUNICATING DEVICE. Stromberg-Carlson, 
Rochester 3, N. Y., has introduced the IM-20 basic control unit 
with seven remote station keys which may be expanded to 19, 
31, 43 or any other number of stations in additional units of 12. 
Consists of a telephone handset attached to a switch vanel con- 
taining individual controls for power, all-call, talk-back, volume, 
and each of the remote stations. Also has a connector for attach- 
ment of a microphone and loud speaker at the contro! unit. The 
telephone handset assures privacy of the incoming message. The 
unit features a call-back arrangement by which anyone in any 
speaker area can signal the master position by pressing a button 
which causes a signal lamp above the speaker key to light. Talk- 
back is through the speaker at the station addressed. It is not 
necessary for the person called to leave his work, and the reply 
comes back over the receiver of the handset privately at telephone 
volume level. Any type of speaker may be used with the IM-20. 
It will operate from any Stromberg-Carlson universal amplified 
which may be remotely located. 
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ABOVE: 

AN UNUSUAL CLOCK for the executive office is the Unite 
World Clock, the Meridian, made by the World Time Corp. 
Gardiner, Maine. It instantly shows regular standard time, world 
time, and 24-hour time as is used in radio, the Armed Services 
and various countries. The outer dial is stationary, the center dial 
(replacing ordinary hour hand) revolves once in 24 hours with the 
A.M. and P.M. hours always opposite the specific cities or cout 


tries. Minute hand and second hand read the same as on any 
clock or watch. The correct hour is always opposite the proper 
location. This clock is I! inches tall, 8!/2 inches wide, and 5/; 


inches deep. It is available in hardwood cases in walnut and ms 
hogany finishes. Bears Underwriters’ label. This clock retails for $35 


NoO4 No08_No09 No.02 


ABOVE: 

STEEL SIGNALS that are non-projecting, yet made for use with 
visible systems, employ a patented feature consisting of a recess 
or channel under the edge of the shorter front member of ‘ 
signal, facilitating the attachment of the signal to the card an 
eliminating both out-turned and in-turned edges. Other oben 
are economy of space and security of grip. The Nu-Viz sign 
are made in 12 standard colors, in four styles and three ¥'! <4 
Vg, 3/16, and '/4 inches. From George B. Graff Company, 
Washburn Ave., Cambridge 40, Mass. 
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ABOVE 

PHOTOGRAPHY BOOK FILE. This series of six new files 
is bound with saddle tan fronts and brown calf grain covers, book 
style. Files accommodate negatives, roll or print, and each book 
contains a listing card book of contents. Title of each file is 
displayed on the back of the book, contributing to speedy filing 
and finding of contents. Suitable for darkroom, desk or library. 
The set includes a slide file with fifteen compartments with a maxi- 
mum of twenty 35 mm mounted slides; filmstrip files, one with 
room for twelve metal containers for roll film with a diameter 
of I'/p inches, the other file with room for sixteen metal containers: 
negative files for miniature rolls hold twenty eighteen or thirty- 
six exposure 35 mm rolls. Files for flat negatives are 354 by 5 
inches, and one for 5 by 7 inches. From Amberg File and Index 
Co., Kankakee, III. 


ABOVE 
_ STREAMLINED CARD HOLDER, made of durable molded plas- 


‘a ws contributes distinction to any office. In two colors: 
ca black for the conservative business firm, and signal red 
or those preferring a rich color contrast. The holder is func- 


on | designed to protect cards from getting soiled, and to 
“ e them easily accessible. Sells for $1. From Cloister Creations, 
08 Cahuenga Blvd., Hollywood 28, Calif. 
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ABOVE 


FOR FILING BLUEPRINTS the Draw-in-Dex cabinet accommo- 
dates up to 1,000 drawings, any of which can be removed and 
replaced speedily, without disturbing others. Available in any 
finish, the cabinet is constructed of wood and has specially de- 
signed hardware. It measures four feet high, two and a half 
feet wide, and twenty inches deep. Suspension rods and hinges 
support the drawings. Complete contro! is assured by the built 
in filing index. Index cards and lock are standard equipment. 
The price is $195 f.0.b. New York. Two weeks delivery. From 
the Empire Development Corp., 52 Broadway, New York 4. 


ABOVE 


THE THOUGHT RECORDER, produced by the Thought Recorder 
Co., 406 Market St., St. Louis, Mo., is a loose leaf book without 
rings and requiring no specially punched sheets. Twin steel clamps 
hold the sheets or cards of standard 3 inch by 5 inch size. The 
cover is handmade of Morocco and is suitable for presentation 
with name stamped in gold. The Thought Recorder with 50 blank 
sheets of medium weight ledger stock, heavy enough for card 
index filing is sent postpaid to any address for $2. With 300 blank 
sheets it is $2.50. 
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OFFICE 
PLANNING 


SCALE MODEL FOR OFFICE PLANNING UNIT 


% AN innovation for the office planner, in the form of scale model 
office furniture for all phases of office layout visualization, has been 
introduced by the Commercial Furniture Co., Chicago, manufac. 
turers of Lincoln office furniture. 

This scale model furniture was designed to primarily give the 
executive an opportunity to experiment with space-saving desks to 
see if he can get a higher return on his rental investment and 
eliminate office congestion, or to place more employees in a de 
partment who are now necessarily separated because of lack of 
space. 

No detail has been spared in this set of piastic miniatures, There 
are 230 pieces accurately scaled ('/4" to the foot)—executive dests, 
clerical desks for various types of work, tables, files, bookcases, 
walls, and partitions—all attractively colored. The desks, chairs, and 
other pieces are in the Soft-Tone Oak color developed by Faber 
Birren as providing the proper light reflectance factor for eye 
comfort. Particular attention was given to the wall and floor color 
ing so as to demonstrate the proper color densities for offices in 
order to eliminate eye fatigue of occupants. Each piece pins easily 
into a cork board base, making re-arrangements simple. The layout 
capacity is 64x 104’. The entire outfit is furnished in a convenient 
carrying case. 

The business man using these miniatures may see exactly how the 
office will appear upon completion, the company points out. For 
him it simplifies office moving problems, permits convenient exper'- 
ments for space-saving and work flow, and in many cases replaces 
the use of floor plans and blueprints. Exxecutives may arrange é 
layout, or several layouts, place them in the carrying case, and 
take it to a branch office, to an architect's office, or wherever it 's 
to be studied or discussed. Also, the layouts may be arranged and 


photographed for distribution, should this be desired. ; (OW 
The Commercial Furniture Co., 2739 West Chicago Ave. Chi- 
cago, is making this planning unit available to office executives? A sq 


cost as a contribution to better office planning. key | 
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COLE STEEL EQUIPMENT COMPANY 


DESK-HEIGHT UNITS for extra 


work space | 
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we, COMBINATION CABINETS 
curly A safety compartment with lock and STEEL SAFES 


k 
ey for storing important documents, 


books, i 
— confidential records, etc. Lower Complete with 2 Safety Vauit boxes DESK HIGH "AIR FLO” FILES 
. 


half 
parte = pos Flo file drawer under extra lock and key, same os your 
faces = wae suspen bank vault. Sturdily constructed of Equi d wi i 
iacighuamee seca a Heavy heavy gauge furniture steel. Equipped ana sat 2 ly ng pose 
gv fr ree con ares with Ul behaw aeauraeere : in o suspension cradie — giving 
ag rs. bination lock with 3 locking bolts. io eae sp ee 
. in 
$43.50 No. 2906 $49.50 No a. _— ~ 9a8 ie] 
All units z , - 
shown above are: 30 ¥. i 
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STURDY CONSTRUCTION — so that Prontos will stand 
all abuse, they are built of 275-lb. test corrugated board 
and reinforced with steel not only on the shell but at the 
four corners of the drawers as well. 


SAVE FLOOR SPACE — they are constructed so that you 
can interlock them into solid units and stack them as high 
as the ceiling thereby saving valuable floor space. 


LOCATE YOUR RECORDS EASILY—no more need of 
fussing and fuming. When Pronto files are used you can 
get at all records just as easily as if they were in your regu- 
lar active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful 
in appearance, finished in an attractive olive green. The 
steel drawer front matches your regular active office files. 


No. Srecsstet tens Inside Dimensions Price 
Width Height Length Single Carton 
1210L tLetter Size 12% 10% 24 $3.85 $3.75 
1510L tLegal Size 15% 10% 24 4.85 4.75 
109L Invoices 10%, 8y, 24 3.40 3.30 
108L *2 Rows 8x5 Forms 10%, 8, 24 3.65 3.55 
1941L Drafts or Checks oN, 4% 24 2.60 2.50 
1941M Checks 9%, 4%, 18 2.55 2.45 
1841L Deposit Slips 85, 4% 24 2.60 2.50 
1731L Tabulating Cards 75 3% 24 2.55 2.45 
1961L Record Cards 9% 6 24 3.10 3.00 
V9O7IL Freight Bills 9". 7 24 3.10 3.00 
1851L 5x8 Forms 8% 5% 24 2.85 2.75 
1245L *4x6 Cards (2 Rows) 127/s 5 24 3.40 3.30 
103L *3x5 Cards (2 Rows) 107/, 3% 24 3.35 3.25 
1212M +Ledger Sheets 12%, 12% 18 5.80 5.70 


*These numbers have divider partitions which ore removable. 
Packed 6 to a carton—all others packed 12 to a carton. 
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for all size files 


$3.10 


Prices 20% higher in Denver and West of the Rockies 
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WHAT'S 
_| AVAILABLE 
NOW? 


By H. K. Darby 


& MICROFILM machines and related equipment, 
nd visible record euqipment are covered in this, 
he ninth of our articles on available types of of- 
fice machines and furniture. June’s article will 
Jeal with staplers, fasteners, steel shelving, and 
exs\ storage cabinets. 


INDEX OF "WHAT'S AVAILABLE NOW" SERIES TO DATE 


August ..... Dictating Machines, Posture Chairs. 
September _.No article—Business Show Issue. 
October ....Office Typewriters, Executive Chairs. 


November . Duplicating Machines, Photocopying Devices, 
Contact Printing Devices, and Filing Cabinets. 


December . Adding & Calculating Machines, Executive Desks. 


Pretcud _,. Office Safes, Check Handling Equipment. 

February ...Time Recorders, Wardrobes and Lockers. 

March ..... Mailroom Equipment. 

April ...... Office Fans, Water Coolers, and Air Condition- 
ing Units. 

May Visible Record Equipment, Microfilm Machines. 


: MICROFILM 


EQUIPMENT 


oe Inc., Canton 2, Ohio 
omplete 1 Hour Microfilm Process 


Flofilm Camera—19” wide, 28” deep—37 sq. ft.; provides 
ide variety of reductions; uses ordinary Mazda lamps; 
ints positives, as many as desired; takes bulky copy with 
itaples and clips; and has simple button control of light in- 
€nsity. 

Diebold Flofilm Processor—16” wide, 28”, 3.1 sq. ft.; oper- 
tes automatically; processes any length film up to 100 feet; 
$a complete laboratory in 3.1 sq. ft., no darkroom necessary; 
€quires no technical knowledge on part of operator. 

Diebold Flofilm Reader—table space 4 sq. ft., 23” wide, 25”; 
SIZE eads both 16 and 35 mm film; operates by touch button con- 
Hol tol; operates in daylight; with image in constant focus. Film 
an be se nned at speed of 100 ft. per minute, stopped at any 
ésired image, or reversed. Sloflo attachment permits opera- 
® to edit the images as they move slowly across screen. 
hoto print attachment allows printing of large copies from 
ae film ;and strip film holder and individual mount holder 
Dow viewing short strips of microfilm or slides. 


iriscombe Corp., 50 Beekman St., New York 7, N. Y. 
licro-Record 
Height 30”, width 27”, depth 30”. Cabinet is constructed 
’ 13/16” hard wood, finished in blue-gray lacquer, with 
tkelite constructed top. Camera uses 275 watts, and is 
_ for both AC or DC current. 
he camera films single sheets, magazine articles, pages in 
wund volumes, sheets of correspondence stapled together, 
* labels on packages. Operator places the material to be 
L SIZE fcrofilmed on a glass window, and then presses a button 
‘ shoot the picture. Designed especially to accommodate 
Sry all forms of records common in modern business 
ee ; yep window through which material is photo- 
- — 9% x14 - Manufacturer claims machine is fool- 
pockie? “ of its fixed aperture and focus. 
or 5 can be filmed as fast as operator can place them 
the window and touch the button Claim up ‘o 45 ex- 
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posures a minute can be made. From 1400 to 8,000 records 
can be made on a 100 foot roll of 16mm. film (non-per- 
forated). Filing space necessary for this is 4°x4”xl". An- 
other economy feature is the use of ordinary 60 watt bulbs 
for illumination. Reloading the camera in daylight is simple 
—facilitated by a swing-out camera arrangement which pre- 
cludes fitting to sprockets or rollers. A visual footage indi- 
cator is accessible for the operator’s examination. Warning 
signal warns when roll is near exhaustion. However, enough 
film is left to permit 20 exposures, which might complete a 
job. Price of the camera is $595. 


Haloid Co., Rochester 3, N. Y. 
The Mini-Record 


@ Makes Mini-Records (25s” x 3%”) on 100-foot rolls of 
continuous sensitized paper. Copies anything written, 
printed, drawn, or photographed. Makes one exposure every 
4 seconds. Compact unit consisting of copying table, lighting 
system, and camera. 

The top of the copying table is reversible—both sides being 
scribed with three pre-focused and fixed coverages (9” x 12”, 
11” x 14”, and 12” x 18”). One side of the top is used when 
right-reading images are desired, the other side is for re- 
verse-reading images, if desired. Predetermined camera 
heights and lens focusing positions assure fool-proof photo- 
copying of any of these three areas. However, by using 
ground glass focusing on the camera, a maximum area of 
24” x 36” may be copied. 

Operation of the Mini-Record is all-electric and completely 
automatic after initial adjustments have been made; 60 cycle, 
115 volt, AC. Easy pressure on foot pedal makes the ex- 
posure, winds the exposed paper onto the take-up reel, and 
advances unexposed paper into place for the next exposure. 

Lighting is effected by four high pressure mercury lamps— 
two on either side—which may be adjusted vertically and 
horizontally. Variable transformer for varying the intensity 
of the lights is incorporated in the right side of the copying 
table. Master switch panel for controlling all functions of 
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MICROFILM 


EQUIPMENT 


the machine is located on the left side of the copying table 


Camera is attached to a counter-balanced camera bracket 
which slides up or down on a column attached to the copy- 
ing table. Keyed to the column so that it maintains perfect 
position over the copying area at any height. The camera 
is fitted with a “first surface” mirror for producing right- 
reading images. In this application, the camera is used ver- 
tically so that the lens picks up the image reflected by the 
mirror. One side of the copying table top is scribed with 
the copying areas slightly to the left of center for this pur- 
pose. For direct copying of material (which will produce 
reverse-reading images), the mirror is removed, and the 
camera rotated counter-clockwise at a pre-set stop. In this 
position the camera is positioned horizontally with the lens 
pointing straight down toward the material to be copied. 
For this application, the reverse side of the copying table is 
used, with the copying areas scribed slightly to the right 
of center. 

Mini-Record’s lens is a coated Goerz Process—42” focal 
length; fully color corrected, and has an adjustable iris from 
f/9 to £/45. Lens is pre-focused at the factory—has stops to 
correspond with the three scribed copy areas on the copying 
table and the three pre-determined heights indicated on the 
column. Detachable magazine holds 100 foot roll of paper; 
exposed paper passes from the camera into a detachable 
magazine which may be removed for development whenever 
desired. A cut-off knife is incorporated to allow a single 
frame or short lengths to be detached from the master roll. 
Built into the camera is a buzzer to warn user when about 
6 feet of paper remains to be exposed. Viewer now avail- 
able. to go with Mini-Record. 
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Microfilm-By-Microstat, Inc., 1860 Broadway, New York 23. 
Microfilm-By-Microstat Camera-Reader, Mode! C-R 35, — 
@ Height overall 33”; width 14”; depth 16”; weight ri 
pounds net. Body of naturally hand-rooked mahogany 
head of Camera-Reader of cast aluminum with precisic 
black wrinkle finish; all exposed metal parts protected wi: 
special penetration fluid; four lower corners chromiy, 
plated; all parts rust-proofed. Sturdy, easy-to-operate yr 
so that anyone in any office can produce good microfi: 
with this combination 35mm. Camera-Reader-fixed-focy; 
Enlarger. 

Three easy steps in operation: (1) Load the camera wi 
Precision Microfilm. Plug into 110-115 volt A.C. curre: 
Turn Camera-Reader On. Set the light switch to corr 
spond with type of copy you are photographing. (2) | 
anything up to 1114"x144” black-and-white or colored, j 
or pencil, papers or books. (3) Press lever down. 

Each 100 foot specially spooled roll of film will hold 
than 9000 file cards, 3x5 inches, or 7000 corporation ch 
large size, or 1160 legal size pages or letterheads. 1000 pi 
of copy can be filmed per hour. 


Micro Record Corp., 20 E. 181st St., New York 53 
Micro Recorder i 
@ Stands 56” high, 30” wide, and 17” deep. Camera repr 
duces written, printed, typed or photographed material ot 
16mm. non-perforated safety film. Copy is fed into machiy 
one sheet at a time; then photographed automatically af 
returned to a tray below the machine. Records 5,000 lett 
size sheets per hour. Other features: shuts off automaticall 
operator signalled when film is exhausted, can be load 
and unloaded in daylight. (Turn to page 48) 
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Complete | Hour 
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MICROFILM EQUIPMENT 


(From page 46) 
Also available is Automatic Roll Film Developer, for proc- 
essing film right in the office. Will handle any film from 
35mm. down. 


Remington Rand, Inc., 315 Fourth Ave., New York 10 
Film-A-Record Model 6 


@ Copies any record 12” wide by any length. Photographs 
the date of the microfilming. Counts the documents photo- 
graphed. Stacks documents in hopper in the same order 
they are fed. Stops when one of the light bulbs burns out. 
A selective rheostat control is incorporated in the machine 
to give the proper amount of light necessary to photograph 
paper of any color. Machine stops if film breaks or is 


Remington Rand's Model 6 Film-A-Record 


restricted. Maintains constant current through a voltage 
stabilizer. Selects proper amount of film needed to photo- 
graph each document. Warns the operator when the film 
supply is exhausted. 


Camera is available in 2 sizes. One reduces documents 
at the ratio of 17” to 1”; the other reduces at a ratio of 
23” to 1”. Either camera can be loaded with 2 rolls of film 
placed side by side on a single drive shaft. Thus 2 identical 
copies can be made at same time if desired. Available for 
use with AC or DC current and will plug into any outlet. 
Reader and enlarger available. 


York Microstat Corp., 132 W. 43rd St., New York 18, N, y_ 
Model J-7 Microstat Camera-Projector 


@ Dimensions: Table 49” long, 46” wide, 31” high; made oj 
solid mahogany in natural finish; cork top. Column 9 high| 

Completely motor controlled, operating on 30 ampere 
capacity at 110 volts, 60 cycles, A.C. Manufacturer claim 
this is the only high-production equipment used today 4 
high reduction microfilming and for projection of high resol 
lution projection prints, either to exact size or enlarged g 
reduced in size, which has the functions of camera, Projects 
and enlarger in one machine. 

Production capacity of one J-7 camera unit, on eight h 
single shift, is four rolls of 35-mm. negative film per 
Price: $3,950 f.o.b. New York City. 


York Microstat's Model J-7 


Model P-3 Microstat Positive Printer Bolding F 
Dimensions 46” high, 34” wide, 18” deep; made of Mom 1 to 
hogany plywood, finished in black lacquer. Operating Dahelves t 
made of aluminum, brass and polished chrome. Accepts - 
mm. and 35-mm., perforate or non perforate film. Contilfiebold, | 
ous contact maintained at all times through application lebold M 
overdrive and drum assembly. Variable light control & Master 
non-fluctuating illumination provided. Operates on Bred in 
volts, 60 cycles 25 ampere, A.C. Printing time per 1 @stant an 


equals 5 minutes. Price: $1,450 f.o.b. New York City. Bickly ct 
__Feord for 


VISIBLE RECORD EQUIPMENT 
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Art Metal Construction Co., Jamestown, N. Y. 
Postindex Visible System. 


Come in wide variety of sizes to hold forms 5” x 3” to 
12” x 6”—in standard units of 7, 13, and 20 drawers, with 
visibilities of either 3/16”, 7/32”, or 44”. Furniture steel con- 
struction; regular finish for Postindex is gray, although 
grained finishes and special plain finishes are procurable. 
Cabinets are built with new improved slide suspension used 
on all drawers. Pin tumbler, cylinder,locks. Easy to install, 
maintain and operate. 


Has patented, self-aligning trunnion wire form holders? 
assure perfect lay-back. Precision machined aluminum ire 
nions at the ends of the spring-steel wires insure & 
alignment of records. All trunnion wire form holders 
freely in drawer channels. New forms are easy 10 ing 
Old forms can be taken out and reinseried as desired. 
four sides of the Postindex form are equally accessible 
posting and/or reference in the same correct horizontal 
ing position on each page. Arrow pointers on cut of f c 
page form (next page) show A, the trunnion that ope 
in the channel at side of panel; B, the anti-rust tem 


ann @ | ~~. — 
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ispring wire card holder. Form may be inserted or removed 
from panel instantly; C, illustrates two pages of four-page 
form, which gives writing area on an 8” x 5” form of 160 
Square inches, equal to a ledger page of 10” x 16”; D, shows 
the visible line where are typed the name and address, or 
the subject of the record. 
Available are Postindex ledgers (50 percent rag stock), 
tt Metal ledger (100 percent rag). Also have 100 percent 
esistall Hydroiloid, which is impervious to oil or water 
Fe . Capable of being wet and crumpled up and dried 
@aeeeeand pressed for further use. 
, Capacity of tray taking an 8” x 5” form with 3/16” visi- 
Fe Bility is 91 cards; 7/32” visibility, capacity is 78 cards, and 
with 4” visibility, capacity is 71 forms. Have tubular steel 
stands with sliding shelves and ball-bearing casters for 
folding Postindex cabinets. These come in 4 sizes to hold 
de of "fom 1 to 4 cabinets. Also make 4 sizes of tables with sliding 
rating paheives to accommodate from 2 to 5 Postindex cabinets. 
Accepts 
1. Conti Id, Inc., Canton 2, Ohio 
plication lebold Motorized Cardineer 
control & Master Cardineer, the Rotary Card File, now manufac- 
tes on @ted in a motorized, as well as hand, unit. Control is 
per 10 @stant and automatic. Hand button or foot pedal switch 
- City. uickly changes the direction of rotation and presents the 
_ Record for posting, reference, removal, or replacement, at 


— aaee;, 


m holderst 


mums’ ~—- Watch for the June "What's 
oe Available Now?" article, 
desired. covering stapling machines, 


accessible) steel shelving, and storage 
cut of =~ Cabinets. 
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Postindex Visible System of Art Metal Construction Co., 
Model 8, 13 drawer unit 


desk top height and within arm’s reach, reducing record- 
handling time, lost motion, and physical effort. 
Master Cardineer houses up to 11,000 records in 3% sq. 


feet of space. Unit is completely mobile, and can be wheeled 
by the operator into other departments or an executive’s 
office. The seven segments holding the records can be re- 
moved instantly for emergency division of work on peak 
load days. The single bar record-holding segments accom- 
modate any size record up to 8”x5”, or fold-over records 
opening to 8”’x9”. Double bar segments accommodate two 
rows of smaller records in a wide range of sizes. 

Three sides of the record are fully exposed, giving the 
operator better light and complete visibility of the entire 
face without removing it. No obstructions to easy removal 
and replacement of records. Ample space for extending 
flasher signals on either or both sides, or offsetting the 
records. Thus, the operator, by pressing the button, can 
scan all the records for signals in five seconds. Flashers 
or offset records rigidly fixed on the segment bar are pro- 
tection against the danger of overlooking a signal. A dis- 
appearing hood, with lock, protects the records and keeps 
them dust-free. 

Also available are Desk Model Cardineers, single rotor 
with a capacity of 1,500 or double rotor with 3,000 records— 
both for any size card up to 6”x4”. A horizontal Desk Model 
Cardineer revolves on a horizontal plane and has removable 
sections. Card capacity is 2,500 in sizes up to 8” x8” or 
9” x 1514”. 


Fandex, Inc., 15 Spruce St., New York 7. 
The Fandex 


@ Patented file system whereby file cards in 3 standard sizes 
can be fanned into view. The Fandex tray and its accom- 
panying folders are made for 3 x 5, 4 x 6, and 5 x 8 cards. 
Fan formation is affected by flaps on each folder which en- 
able them to interlock one with another. Slight pressure of 
finger down and to the right of top right corner of any folder 
will cause fan arrangement of cards in advance of point of 
pressure. All folders on the tray are held in alignment by 
axial steel rod inserted through a hole in the lower right 
hand corner of the folders. Cards can be referred to without 
removing from pockets. Open side of Fandex pockets permit 
offsetting of cards for signal purposes. Cards and card fold- 
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VISIBLE RECORD EQUIPMENT 


ers can be easily shifted from one location in the file to an- 
other. Manufacturer claims 20 cards can be fanned into view 
in a second. Any standard size card can be used in the 
Fandex folders. Folders are of heavy jute paper (80 lb. for 
two smaller sizes; 100 lb. for 5 x 8 size). 

Fandex tray is 13” long—314” high for 3 x 5 size; 414” high 
for 4 x 6 size; and 544” high for 5 x 8 size. Tray is cold rolled 
steel, brown baked enamel finish. Capacity of tray in any 
size is 300 cards. Each tray comes equipped with 300 folders, 
300 cards, 6 metal master index guides, and 12” of transparent 
index guide material, and its axial guide rod. Price for the 
set $21.55 for 3 x 5; $26.40 for 4 x 6; and $36.20 for the 5 x 8. 


Globe-Wernicke Co., Norwood 12, Cincinnati Ohio 
Visible Record Cabinets—12-drawer Models 


@ No. 512 (3 x 5 cards) capacity 984 cards 1312” high, 
dimensions 714” wide, 25” deep. Model 612 (4 x 6 cards), 
capacity 936 cards, dimensions 1312” high, 814” wide, 25” 
deep. Model 812 (5 x 8 cards), capacity 888 cards, dimen- 
sions 1312”, x 10%” x 25”. 

Cabinets, trays, follower blocks, and cover plates are all 
accurately formed furniture steel. 

Card holders, of die-formed aluminum, are non-corroding, 
exceptionally durable. 

Hardware (drawer pulls and label holders) are satin- 
finished aluminum. Green, or seal gray finish. The latter 
harmonizes with all furnishings, is neutral in tone, yet be- 
cause of a special formula, has durability, and luster. 

All joints are electrically or acetylene welded. Each tray 
is in a separate compartment which adds rigidity to the 
cabinet. Dead-air space within cabinet increases fire-resis- 
tance. All drawers lock automatically. If a tray is out when 
cabinet is locked, tray can be replaced and will lock auto- 
matically. Intermembering strips on top permit cabinets to 
be stacked in batteries of any desired height; alignment is 
uniform and rigid. Card holders serve as hinges for the 
record cards, are self-aligning, assure equal and accurate 
overlapping of cards; require no wires, clips, or other attach- 
ments. 

Record cards are spread out in such a way that the in- 
dexing margin is visible when the tray is opened; unneces- 
sary to search for index guides or to finger through cards 
to find the one desired. 

Because of their arrangement in the tray records kept on 
Globe-Wernicke Visible equipment tell the whole story, in- 
stantly, and enable the user to keep constant check on such 
vital information as credit ratings, current inventory, pro- 
duction control, salesmen’s calls, and other conditions which 
may be either permanent or constantly changing. This is 
done by means of colored clips, colored pencil marks, or 
rubber-stamped symbols in the visible margin of the cards, 
or by offset signaling (explained further on). 

Exclusive Globe-Wernicke card holder affords: 

Speedy insertion and instant removal of cards; holder 
serves as a hinge, elminates wear-and-tear on cards, and af- 
fords maximum card area for records; no wires or clips are 
needed either for holding the cards or for aligning the 
holders; cards are not weakened by perforations. 

Holders need not be removed from tray to insert cards. 

Holders—filled or empty—can be inserted, removed, and 
shifted in the tray, either singly or in groups, without dis- 
turbing the other cards in the tray. 

Each holder grips one or more cards, and permits instant 
access to either front or back of cards for reference and 
posting. 

Offset signaling—slipping cards 12 inch to right or left of 
vertical margin in order to signal special information—is pos- 
sible without extra equipment and with no danger of the 


50 OFFICE MANAGEMENT 


A 


cards being accidentally removed from the holders. Carg 
for this purpose, however, are made 42 inch narrower thay 
standard size. } 

If records are removed from the tray, the holders Tema 
as markers so that cards may be quickly and accurately 
turned to their places. "| 

The cover plate in each tray enables the operator to post @ 
the back of cards without removing them from the tray 
Cards lie back flat, so that operator has both hands free fy 
working. 


National Blank Book Co., Holyoke, Mass. 

Vertical Visible Tray, Model 1810 

@ Unit has three visible margins: Horizontal for visibly 
signalling; diagonal for visible indexing; vertical for visikf 
data. Compact, portable unit, adaptable for both desk FY 
separate stand posting containing up to 750 card capaciffl 
depending upon width and substance of record card. Wha 
closed, unit measures 18” long, 5°s” wide, and 1214” hi 


Designed for housing in standard safes for over night prot 


National Blank Book's Model 1810 


tion of valuable records. Light, but strongly built. Med 
base, masonite sides with gray crinkle finish. Easy to po | 
byl hand or by machine. Suitable for large or small fim / 
for all kinds of records. Sheets may be lifted out or insert = 
in quick time, and can be offset to see balance column. 

Unit is complete, ready to use with tray, guides and form 
Stock forms on 100% rag “Eye Ease” ledger are availa 
for many types of records. Have model 9045 adjustable st 
stand to fit trays. 


Remington Rand, Inc., 315 4th Ave., New York 
Tri-Lock =C-40 
@ 11” x 81”—2” minimum capacity, expanding » 3 
maximum. Four telescoping posts—2”—4”—2” spacing 
panding Angle Metal Back. High quality black levant #% 
imitation leather bound over heavy genuine binders bed 
with matching antique paper lining. Round corners. 

The Tri-Lock is both a regular Compression Binder and 
perfect Flat Reference Binder with the advantage of e 
sheet changes. Exclusive button-contro] mechanism alla 
binder to be set in any of 3 positions: 

(1) Sheet Compression, (2) Flat Reference, (3) 
venient Sheet Changes. This button-control mechanism 
lows both compression and flat reference. 


Para-Prong Binder C-10 : 
11 x 815”—2” capacity. Also available on special orvé 


capacities of 14” and 3”. (Turn to page 52) 
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Above: The Wheeldex Cub 
Left: Globe-Wernicke's 12 drawer model 


Below: Diebold'’s Motorized Cardineer 
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VISIBLE 


RECORD EQUIPMENT 


(From page 50) 
Visible Record Books; No. VS-42S 

Six half-round prongs—3 to a side, spaced for standard 
ring punching. Cover material of long wearing black levant 
grain imitation leather over genuine binders board, with 
lining to harmonize. All exposed metal parts bright nickel 
finished. 

There are three locking positions in the Para-Prong binder 
which are controlled by a single spring-controlled lever at 
the base of the chassis. 

Ring Binders and Prong Binders are comparable in action 
and function. Each opens perfectly flat and each allows the 
addition or removal of a page without disturbing the balance 


Remington Rand's Tri-Lock No. C-40 


of content. They differ, however, in two important ways. 
A 2” Para-Prong or Vari-Prong binder actually holds 2” of 
sheets while the best a 2” ring binder can do is to accommo- 
date 1 2/3” sheets. Also a 2” prong binder is one inch smaller 
in width than the 2” ring binder. 


Vari-Prong Binder 

No. C-11 for Kalamazoo Punching—2”—4”—2”, No. C-12 
for Tengwall Punching—4 7/16” outside centers, 234” inside 
centers. Dimension 11 x 842”—2” capacity. Also available 
on special order in 142” and 3” capacity, and in any practical 
sheet size, with additional prongs spaced to your require- 
ments. 

Four full round prongs, two to a side. Back is formed from 
heavy gauge steel, with piano-type hinging. Prongs are 
welded solidly to sides of chassis. Cover material of long 
wearing black levant grain imitation leather over genuine 
binders board, with lining to harmonize. All exposed metal 
parts bright nickel finished. 

The Vari-Prong Binder, except for the Style and Spacing 
of Prongs, is identical with the Para-Prong. It has the same 
heavy metal angles, uses a full length piano hinge and has 
the three locking positions as in the Para-Prong. 


The C. E. Sheppard Co., 4401 21st St., Long Island City 1, 


Visible Record Books: No. VS-42S 
@ 15%” x 10%”—2” back. Holds 700 456” x 10%” sheets. 
Grants portability and visibility. Instead of the full, binder 
size, each visible record sheet is only a fraction of the binder 
size. Physical arrangement of the forms (one below the 
other) exposes the captions. %s” of each overlapping sheet 
being visible, provides ample space for name, address, stock 
number, or other index information of each account. Prongs 
of the binder are so spaced that each sheet is held in align- 
ment by several of them. Arranged in lateral rows the full 
length of the division, the sheets present all their captions 
to the eye—fully exposed and readable. 

Binder has imitation leather cover. Metal rims around 
binder’s edges optional. Prongs of cold relled steel. Smaller 


and larger binders available according to user’s needs, Als: 
have wide variety of forms for the binders. 


Victor Safe & Equipment Co., Inc., North Tonawanda, WN. y 


Sectional Visible Record Equipment 

@ For 5x3, 6x4 or 8x5 record cards. Steel with transoloig 
tipped Victor lug type pockets to hold cards. Olive green , 
grey enamel finish. Victor flexible lug pockets permit quig 
shifting of record cards to keep the record in proper 
.quence. Pocket type construction permits signalling equi; 
ment data in visible margins to convey special informati 
without reference to body of card. 

Record cards are filed in pockets with 44” bottom marg 
exposed for instant reference to name, number, etc. Sign: 
in the visible margins convey information at a glance. Say, 
posting time. Saves executive time in referring to recon 
Enables instant signalling so that follow-up dates, time { 


TTT ee 


Victor Safe's Sectional Equipment 


action, etc., will not be overlooked. Only enough sectio® 
need be purchased for immediate needs. Additional can © 
added as the record requires. No allowance need be mal 
for expansion at time of purchase. Equally effective if 
slide is used or a hundred slides or more. 


Wheeldex Mfg. Co., 53 Park Row, New York 7 
Wheeldex Cub 


@ Smaller and lighter in weight than a telephone. Uniif 
made of red trimmed black plastic wheel with bright chro 
supporting base. Designed to sit on top of desk or table ® 
to hang vertically on a switchboard or wall. Free spit! 
yet will hold to a stationary card position. Carries 1! 
cards which are visible fully both sides without remow 
although cards are slot punched and may be inserted or 
moved as desired. Entire surface of individual card is © 
posed for reading without having to be held manually? 
place. 

One of a line of thirty Wheeldex models ranging to lat 
capacity installations for records that can be posted to dire’ 
ly, without removing card from the wheel. Cub retails 
$17.50, complete. (Turn to page 54) 
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F stock... Kodagraph Contact Paper reproduces figures, continuous drum—it makes no difference a 
lines, type, with amaz- with this new paper. 
ing crispness and legi- Wide latitude, plus speed, 
bility . . . gives splendid makes handling easy, 
results with all types of fine results certain—nega- 
originals. tive or positive. 4 
Kodag raph Contact Paper 
See for yourself ... Try it on your own 
equipment —See how Kodagraph Contact Paper 
helps speed work . . . helps get more out of your photo- 
copying equipment. If you have direct process or blue- 
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What's Available 


(From page 52) 

Wilson Jones Co., 3300 Franklin Blvd., Chicago 24 

Flat Back Shif-Dex Visible Binder 

@ Made in 3 sizes (binding side) 12%”, 1512”, 1812”—each 
size having 2 capacities, namely 2” and 3”. Binder covers 
can be made in any practical width. Metal hinged covers of 
heavy binders board bound in black Levant grain imitation 
leather. “Resistal” steel rims extend around the FOUR 
sides of covers assuring lasting service. Backbone covered 
with black molded rubber strips to protect furniture. Flat 
rigid back—Binder lies perfectly flat when open providing a 
flat writing surface. Single lever—Finger touch operation 
opens binder instantly to working position or for sheet 
changes. One-Hand operating—Opening or closing of binder, 
shifting or leafing of sheets, an easy, natural, one-hand 
operation. Balanced construction—Assures smoothness of 
action with minimum of effort, reducing fatigue. Built-In 
simplified shift—Creates a space at any desired place for 
insertion of a record, or closes the space when a record is 
removed. Shift-Lock—A positive device preventing the au- 
tomatic shift from operating when not required. Label hold- 


i 
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Wilson Jones’ Shif-Dex Binder 


ers—For identifying binder contents located on both the 
backbone and metal part ends of the binder. Patented sheet 
lifters—automatically guide sheets in proper position when 
closing binder, thus sheet punchings are preserved. 

Security granted by reason of record’s individual suspen- 
sion on a series of prongs. Sheets cannot be removed from 
the binder when it is closed, yet each sheet is visible. Light 
in weight, easy to carry. One binder will house from 280 
to 2,000 records depending on the sheet size. All records in 
the unit are available for study or quick reference. The 
constant moving of records in and out of a binder requires 
continual changing of the positions of the sheets. The auto- 
matic shift provides the necessary flexibility for this moving 
problem. Expansion of a bank of sheets within a binder is 
made easy through the addition of a division sheet. Expan- 
sion of a record into more than one binder is accomplished 
in a matter of seconds by use of a transfer fork. 

Using ledger paper for record sheets and indexes instead 
of card stocks results in more banks or pages of forms pet 
filing inch. Compactness makes portability possible. 

A uniform writing position regardless of the location of 
the record is provided by the flat writing surface. The ease 
of writing and reference to the records eliminates fatigue. 


Wire-O Corp., Poughkeepsie, N. Y. 
No. 400 Visible Ledger 


@ Dimensions 11” x 8%”. Black imitation leather cover. 
Rings spaced 12” apart snap open by means of cross arm 
triggers; snap closed with closing lever. Offers simple, fast 
indexing operation. Economical, efficient from standpoint 
of holding sheets, and making rapid record changes. List at 
$4.00 with celluloid A-Z index, and $3.50 with imitation 
leather A-Z index. (Turn to page 56) 
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Sylvia: Told who? 
Kay: The boss. 
the . 
Sylvia: When? 
heet 
hen Kay: The week before you came to work here. How Sylvia: But what is it? 
en- “ te necitge c sh oe oye s & tte — Kay: A new finish for wood office furniture. Easy 
we asked him, if I'm practically a mole from eye-strain? to work on, saves eye-fatigue, has a nice modern 
ight Sylvia: Why, I think you have a very nice office... feeling that’s wonderful after that Middle-Ages dun- 
280 wish mine were half as nice. geon I used to slave in. It’s for desks and chairs, 
Is in and what’s more, it blends with any modern decora- 
The Kay: Oh, it’s fine now. But it wasn’t always like tive plan. 
rw this. We were so antiquated all we needed were 
uto- quill pens and eye-shades . .. until T staged a one- Sylvia: So that’s why it’s so restful in here. ne 
ving woman rebellion. Kay: That it is. The salesman told me it was devel- - 
er is Sylvia: Where does S s—9 oped by a famous color authority after months of 
Sylvia: Where does Softone come in? pe * 
pan- scientific research. It has something to do with cush- 
4 ye 1 . st’. . . . x 
ished Kay: It came in—-right through that door, And it’s ioning eye shock caused by extremes of light and ‘s 
grand. The boss has ordered new Softone desks and darkness. I don’t know all the technical details— ’ 
stead chairs for all the offices. You'll have yours next week. but I do know it’s wonderful to work around. 
3 per 
For greater office comfort and efficiency ... for 
m of better employee and customer relations ... fur- 
ease nish in the new Softone wood office furniture. 
ue. 
over. i 
| arm bod OFFICE FURNITURE /nstituze 
"9 fast America’s progressive manufacturers of com- ; 
{point mercial desks and chairs . . . cooperating in } 
rs t product improvement ... in the interest of 
sist 4 greater office comfort, beauty, morale. 
tation 
Their symbol is your guarantee of satisfaction! 
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To the boss said the girls 
in the office: 
“It's useless to needle 
and urge us! 
We wouldn't be worn out 
from sitting 
If you'd let us sit 
on a Sturgis!” 


The Sturgis 920 has four form fit- 
ting adjustments—has the wonder- 
fully ingenious Follow-Flex backrest 
which follows the body through 
every seated movement. For day- 
long efficiency, seat your office 
staff on Sturgis 920’s. 


All metal parts are Bonderized to 
protect the finish for years to 
come. Price shown is for Versilan. 
Mohair velour, duchess cloth and 
leather upholstery are available at 
slightly higher prices. 


S 


. 


Sturgis, Michigan 
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POSTURE CHAIR CO. 
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What's Available 


(From page 54) 
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Wire-O Corp.'s No. 400 Visible Ledger 


Addenda 


Three fans, 1 scale, 1 water cooler not included in previous 
issues. 


OFFICE FANS 


Chelsea Fan & Blower Co., Inc., Grove & Olsen Sts., Irving- 
ton 11, N. J. 

Type P Pedestal Fan 

@ Improved and redesigned. Quiet in operation. Fan diam- 
eter 24”; pedestal adjustable from 6 to 8 ft. Four blades; 
capacity (cfm) 4800; 1/6 hp motor two speed; fan speed 
(rpm) 1100/850; approximate shipping weight 120 lbs. Fin- 
ished in baked enamel, metal bronze throughout. Pedestal 
is securely fastened to a heavy, non-tilting base. Blades are 


Chelsea's Type P Pedestal Fan 


made of light-weight steel, and are precision balanced for 
quietness. 


Panel Type Window Fan—WP : 
Diam. of fan 18”; approximate shipping weight 48 lbs. Fin- 
ished in baked enamel. Motor 1/15 horsepower, 3 
(Turn to page 58) 
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7 PERFECT QUALITIES 
READABILITY, DURABILITY, CLEANNESS, MANIFOLDING, 
NONCURLING, UNIFORMITY, and ADAPTATION 
TO ALL MACHINES for PERFECT CARBON COPIES 
THROUGH 
7 GRADED COATINGS IN EACH BRAND 


Kee Lox New Process Formulae combine permanent intense colors with hardest of vegetable waxes, these 
ced for do not change or deteriorate like lower priced materials, consequently can guarantee sustained uniformity. 
For samples in any one of the 7 BRANDS or 7 COATINGS, contact your nearest Kee Lox Branch. © 


s. Fin- Kee lox, Manufacturing Co. 


speed. Rochester 1, N. Y., U.S. A. 
DOMESTIC BRANCHES: Atlanta, Baltimore, Birmingham, Boston, Chicago, Cin- FOREIGN BRANCHES: Buenos Aires, Cordoba, Rosario, Tucuman, Argentine; 
cinnati, Cleveland, Dallas, Denver, Detroit, Houston, Indianapolis, Kansas Adelaide, Brisbane, Melbourne, Perth, Sydney, Australia; Carbon Paper Supply . 


Gity, Los Angeles, Louisville, M phis, Miami, Milwauk lis, New Co., London, Birmingham, Edinburgh, Glasgow, Manche 


" p ster, Newcastle, Leeds, 
Orleans, New York, Omaha, Philadelphia, Pittsburgh, Portland (Oregon), Roch- b 


Leicester, Liverpool, England. and Belfa pland ort Dent Bock 
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e IT INCREASES EFFICIENCY 
e IT COSTS LESS 
e IT LASTS LONGER 


Kil-Klatter absorbs shock . . . makes fast 
typists faster. Kil-Klatter reduces noise . . 
enables everyone in the office to finish more 
work with less wear on the nerves. Dentproof 
top, skidproof bottom. Fits all typewriters and 
many other office machines. 


AT YOUR STATIONER’S OR 
OFFICE SUPPLY DEALER 


AMERICAN HAIR & FELT CO. 
The Merchandise Mart, Chicago 54, Illinois 


IL-KIATTER 


THE SCIENTIFIC TYPEWRITER PAD 


OFFICE MANAGEMENT AND EQUIPMENT 


What's Available 


(From page 56) 
Capacity 2000 cfm; 1000 rpm. Portable—plug-in type of 
extension cord. Panel will fit window openings from 31" 
to 39” in width. 


— 


Wade-Youmans Co., Alliance, Ohio 
Chrom-Ever Fan 
@ 10” oscillating. Satin aluminum finish, nickel plated stee] 


frame; weighted base. Motor housing ventilated for cool 
operation. Oilless bearings. 115 volt, 50-60 cycle, A.C. Retail 
price $14.95. Stationery desk model, 8”, retails at $7.95. 


Wade-Youmans Chrom-Ever Fan 


Wilster, Inc., Cleveland 2, Chio 
Model 110 Strato-Liminator ; 
@ 35” diameter; steel frame. 1/20th HP, AC, 60 cy. motor. 


grease sealed. Thermostat for automatic operation. Rheostat 
for variable speed control. Hammered baked lacquer. Spe- 
cially designed louvers for draftless circulation. 

In cold weather diffusing wasted excess heat from ceiling 


Wilster's No. 110 Strato-Liminator 


area to all parts of room, providing an even temperature 
throughout. i 

Installed at ceiling with coil springs, assuring quiet vibra- 
tionless operation and no room alterations necessary. 


Model 220 , 
@ 19” diameter, with same features of operation and con 


struction—1/40 HP motor. 


(Turn to page 62) 
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-| | sew: VISE ETE ronracce 


.| | VISIBLE CARD RECORD FOLDER! 


Brand new, the Vis-ette Folder serves a wide variety of purposes where 
portable visible records are required. Made of sturdy pressboard, this 
new Folder can be filed in your regular letter size file, your desk file 


drawer, or slipped conveniently into your brief case. 


It has an angular celluloid tab, four inches long, for indexing contents. 
Securely fastened inside, are metal channels holding 20 Kraft pockets. 
Each pocket is die-cut to take a 5” x 8” card on one side, and a compan- 
ion card which may be 4” x 6”, or 3” x 5”, on the other side. If desired, 


five more pockets may be added. 


See them at your dealer, or write Globe-Wernicke Co., Norwood, 
Cincinnati 12, Ohio. 


ae 7 ee 


oe i _ ag a ers ' ae ee) es Wa Se Rs —— , > 2 a 
"alll e ies. Re a . “Sy, “Suede ae See, rei v* ee Be it ae | ; 
| Poe i ee ge a cae | hate ‘lie 
31" ; 
tee] q ee ‘ 
00] 2 
" , = ANDIES ER a ‘ 
on sa ord © cee! i ze 
Ss x ’ E t ie 3 PQ, a 1 
cs . Vi, > 
% a, \ ‘i 8 : oe 2 = 7 hs 
> a - \4 oe : 
| Ni . _ _ “ ° 4 “~~ bag a , aaa ; ES = ; 5 ———— ss - 7 
: ge. ia re oe Phil ; GB — a oe i 
| ~~ < Vp = " *— ae \Y ZLB ae 
\ A 
j NS Yr Sas 
(ix <> 
_ a ee | 
| Slips conveniently into brief case . 
a) : 
<a ee 
perature } Fits regular letter size file 
ht vibra- . | Gash cout ai ae : nas 
PY C1... Nak ccd nD. ng: Mins taviement ond Supelis 
t -: ib oe Se has Cet 0 Sa 
= dlobe - Wernicke wer 
nd cone | i : eo © w Office Furniture "-* . 
To eISIBLE RECORD EQUIPMENT ——  Seokomess 
ay: 1948 a OFFICE MANAGEMENT AND EQUIPMENT 59 
of Si ol A a + ee | 


display 


lem © 
oben a guarantee of 
subscribers that 


ynte grity 


PAPERS 
aintains 
and readet 


ing 


OFFICE EXECUTIVES 


It’s no exaggeration to say that this August Purchasing Guide 
issue of your own magazine, will be a boon to you busy men. 
It should become your constant year-round consultant for 
information on lines and sources of office machines, equipment 
and supplies of every kind. It is the only reference directory 
published exclusively for top office management executives. It 
will be complete and expertly compiled. Watch for your copy. 
You will want to preserve it. 


MANUFACTURERS OF OFFICE EQUIPMENT 


You are requested to make your display advertising, in this 
issue, as informative and descriptive as possible. Remember that 
this Furchasing Guide issue will be a continuous parade 
products across the desks of volume users for a full twelve 
months. It will have a distribution of over 10,000 copies— 
2,000 extra copies over our regular monthly circulation 
Standard sized advertisements, scheduled prior to June 15th, 

be positioned near your principal merchandise listings. Please 
schedule space promptly. 


GEYER PUBLICATIONS, 24° tt Avense. Mew vos 


Also Publishers of Geyer’s Topics, The Gift and Art Buyer, 
Sports Age and Trade Directories. 
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In this new Handbook —— America's best practice on... 


Office Management 


Latest Approved Management Methods — 
Covers all Angles of Office Administration 
—Working Details as well as Fundamentals— 
Complete, Practical, Up-to-Date 


Office Management—A Handbook 


A New Working Reference in keeping with the importance of the 
office in business today.—Sponsored by the National Office Management 
Association, published by The Ronald Press Company—packed with the 
latest, experience-tested methods, techniques, practices and suggestions 


eee 


Edited by ; 
COLEMAN L. MAZE. 


Professor of Management, 
New York University 


with a Board of over 100 
cane ing Specialists 


Under Auspices of — 

NATIONAL = 

eal MANAGEMENT 
ASSOCIATION 


Taken from America's 
First-Line Companies 


—practical office methods, 
plans, practices and techniques 
developed by outstanding com- 
panies such as 


Atlantic Refining, Procter and 
Gamble, Metropolitan Life, 
> Rand, Westinghouse, 
McCall’ Eastman Kodak, du 
Pont, Crucible Steel, Ralston 
Purina, RCA Victor, Scott Paper, 
Raybestos, Underwood, Babcock 
4 Wilcox, Container Corpora- 
tion, Johnson & Johnson, Hickey- 
Freeman, Servel, General Tire, 
Canadian National, Pure Oil, 
and hundreds more of equally 
high calibre— 


America’s Best 


that you can begin to adapt and use at once. 


Office Management—A Handbook 
is geared to present conditions—anticipates 
your current problems —so thorough and 
comprehensive in scope that you can turn to 
it for instant help on practically any office 
problem—planning an entire office—setting 
up office systems—"streamlining’” manage- 
ment functions—shortcutting working meth- 
ods — buying and installing equipment — to 
mention a few. It gives you fundamentals 
as well as working details—principles as 
well as practice—helps make the office a 
focal center of direction and coordination to 
all departments of the business. 

You profit from the experience of 

others—in countless office situations 

—by simply turning to this practical 

Handbook, 


Examples e Forms e Check Lists 


The Handbook fits any kind and size of busi- 
ness—covers all elements in working detail. 
Numerous illustrations examples from 
actual practice—specimen forms—give you 
the “how” of doing things and eliminate 
needless experimentation. Check lists cover 
hundreds of items often overlooked—give 
you a quick guide for checking procedures 
and "tightening up” where needed. Special 
helps are given for getting office workers 
into line in observing company rules—cut- 
ting down absenteeism—speeding up pro- 


duction — getting better worker-cooperation.@ 


Nowhere else can you get such a concentration of all- 
around help on office management and administration 
in such convenient, ready-to-use, Handbook form. 


Easily pays for itself in first few days of use! 


THE RONALD PRESS COMPANY 


Fifteen East Twenty-Sixth Street - New York 10 


Publishers also of: Accountants’ Handbook, Cost 
Accountants’ Handbook, Financial Handbook, 
Marketing Handbook, Production Handbook— 
over a quarter-century of Handbook experience! 


May, 1948 


OFFICE MANAGEMENT AND EQUIPMENT 


EXAMINATION PRIVILEGE 


THE RONALD PRESS COMPANY 
15 East 26th St., New York 10 


SEND ME a copy of OFFICE MANAGEMENT, Maze. 
After 5 days | will either remit full price ($6 plus 


Tested in Practice 


Think of having—at your fingertips—concrete 
help on hundreds of knotty problems that arise 
in running an office today! Everything in the 
Handbook is based on the experience of Amer- 
ica's most progressive companies—developed 
and proved by successful managers in a wide 
variety of businesses. 


COVERS ALL ELEMENTS 


Office Organization: Scope, Duties of Office 
and Its Manager—Operation and Control, 


Human Element: Building the Office Force— 
Job Analysis—Employee Activities, Services—De- 
veloping Supervisors—compensation—Employee, 
Public Relations—Security Plans. 

Physical: Office Layout, Flow of Work—En- 
vironment — Maintenance — Appearance — 
Working Conditions — Heating, Ventilating, 
Lighting—Use of Space—Noise Control—Sani- 
tation. 

Operation: Office Furniture, Equipment — 
Supplies; Purchase, Control—Office Methods— 
Procedures—W ork Simplification—Correspond- 
ence, Filing—Communications—Recording Sys- 
tems—Reception. 

Control: Planning, Scheduling, Dispatching 
Work—Measuring Performanc ost Control— 
Budgets—Reports—Preparation, Use of Manuals 
—Sources of Information. 

Management Working Data: Check Lists — 
Production Statistics—Office — 
—Standard Sizes for Forms; $6. 
mens. 169 Illustrations, 870 ro 


postage if check accompanies order.) 


Name 


| Firm Title 


J Address 


City Zone State 


postage) or return it without obligation. (We "I 
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. ‘AssuRes 
YOU — INCREASED 
SERVICE AND VALUE 


iv: 


~ CARBON PAPERS” 
: TYPEWRITER CARBON BILLING CARBONS © 


_ FAN-FOLD CARBON PENCIL CARBONS 
~ CARBON JACKETS REGISTER ROLLS — 


aa ug 
INKED RIBBONS — 
TYPEWRITER RIBBONS TABULATING RIBBONS 


- Addressograph RIBBONS TIME STAMP RIBBONS: 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS 
HECTOGRAPH RIBBONS DUPLICATING FLUID — 
~ Hand Cleansing CREAM CORRECTION PENCILS 


Codo-mes. corp. 


529 So. Franklin St. 401 Wood St. 270 Lafayette St. 
Chicago 7, Ill. 
Factory: Coraopolis, Pa. 


Pittsburgh 22, Pa. New York 12,1 .v. 


OFFICE MANAGEMENT AND EQUIPMENT 


What's Available | 


(From page 58) 


Scale 
Hanson Scale Co., 525 No. Ada St., Chicago 22, Ill. 
Model 1509 


@ Capacity 5 lbs. in 42 ounce increments. Computes Postage 
for air mail, first class mail and merchandise up to 4 lbs 
Dial 612” dia., glass covered. Red and black figures op 
white—red for postage, black for weight. Platform 54” 
square. Dimensions 612” x 612” x 91%”. ; 


a 


TTT TT Tp 


> 


ig "Dy 


Hanson's Model 1509 


Model 1515—Parcel Post Scale 

Capacity 50 lbs. in 1 ounce increments. Computes postage 
for merchandise up to 50 lbs. for all postal zones. Dial §” 
dia. Platform 7” square. Overall dimensions 8” x 714” x 10’. 


Water Cooler 
Copeland Refrigeration Corp., Sidney, Ohio 
Model PB-10, Pressure Type Water Cooler 
@ Cabinet: Heavy-gauge sheet steel mounted on rigid 
welded steel frame. The front panel can be removed easily 
and quickly and both side panels can be removed if ever” 
necessary. Highly effective cooling is achieved by drawing 
air into the cabinet over the condenser, motor and com- 
pressor. It is then dispersed at the floor level on all sides 
as well as through a rear-panel ventilator. | 

Baked metal-base enamel finish. ' 

Top and drain assembly: Constructed of polished 18-4 
stainless steel incorporating anti-splash guard blended i- 
tegrally with the top. All corners are rounded for maxi- 
mum sanitation. 

Cooler and storage tank: 18-8 stainless steel, welded at al 
seams. Bottom drain connection can also be used as 4 
remote fountain attachment. Cooling efficiency is great | 
increased by the specially-designed inlet tube which direcs 
the flow of water against the refrigerated surface. An alloy 
dip bonds the copper refrigeration coils to the outside of the 
stainless steel tank. The possibility of trapped air in the) 
system is eliminated because water is directed to the bottom | 
of the cooler and leaves from the top. Original storage tank 
design prevents cooler damage in the event of an accidenta 
freeze-up. Cooler and storage tank are sealed in an inst-” 
lated cabinet, protected against moisture. 

Pre-cooler: Combines with the waste-water drain to 
a highly efficient heat exchanger between incoming wale 
and waste water, materially increasing the capacity of the) 

(Turn to page 64) MICRON 
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+e Qd things have gone much smoother since 


A record-systems survey by a Diebold 
Man results in profitable work simpli- 
fication—time and space saved—a more 
efficient organization. In Annie’s case it 
happened to be a matter of waste move- 
ments—and the Diebold Man recom- 
mended Cardineer rotary card file. Work 
actions in Annie’s posting operation were 
teduced from 12 to 7. Annie’s work was 
easier, she was more accurate, she posted 
more accounts in a day. 


/ 


How about your record-handling? Why 
not have a Diebold Systems Man survey 
it at no cost to you. Diebold makes all four 
types of record equipment, so the Diebold 
Man’s recommendation is unbiased. He 
is a specialist in properly fitting equip- 
ment facilities to job requirements. Look 
up Diebold in your phone book or write 
—Diebold, Incorporated, 1547 Fifth St., 
S.W., Canton 2, Ohio. 


Diebold S& Pn 4 


RECORD-HANDLING 


DIEBOLD CARDINEER 


modern rotary card file... elimi- 
nates waste motions ... speeds 
additions and removals... 
reduces overall costs... increases 
production with greater operator 
comfort. As many as 5500 
records per unit. 


Wi" 


MICROFILM + ROTARY, VERTICAL AND VISIBLE FILING EQUIPMENT + SAFES, CHESTS AND VAULT DOORS + BANK VAULT EQUIPMENT + BURGLAR ALARMS 
OFFICE MANAGEMENT AND EQUIPMENT 
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usa GENERAL'S “Carbo Weld” SEMI-~HEX ©498-N22 


GENERALS 7.7 


CARBO-WELD PENCILS 
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KIMBERLY “Nectogranh Muli -Comy” © GENE 2%. USA 729 SOFT 
GENERAL'S 


| FOR ECONOMY-MINDED PURCHASERS 


The superiority of General’s Pencils for office and draw- 
ing use is winning them new friends everywhere. 


General’s Carbo-Weld leads last longer . . . require 
less sharpenings . . . assure the user of steady, depend- 
able use. Try them—specify “General’s” from your 
dealer today. 
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General Pencil Company 


67-73 FLEET STREET ( e) JERSEY CITY 6.N.J. 
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Addenda 


(From page 62) 
system. The pre-cooler and drain assembly is constructed 
entirely of non-corrosive materials to insure long life ang 
trouble-free operation. 
Bubbler: Entirely new design gives the user maximum 
sanitary protection. Lips cannot come in direct contact with 
the nozzle, and water falls into the basin, not on the nozzle, 


oe 


Copeland's Model PB-I0 


Condensing unit: 1/6 HP. Copelametic type for use om 
110 volt, 60 cycle, 1 phase current, using Freon-12 refriger- 
ant. The oversize finned-tube condenser is cooled by a sepa- 
rate fan and motor assembly. Shipment is made with shut- 
off valves open. 

Model PB-10 pressure-type water cooler meets the re 
quirements of Commercial Standard CS-127-45 size 10 a 
issued by the National Bureau of Standards, United States 
Department of Commerce. 

Water Flow Regulator: Automatically maintains constant 
stream of water, even under extraordinary water pressure 
variations. Provision is made for adjustment, although sel- 
dom necessary. 

Temperature: Controlled by an extremely sensitive ad- 
justable thermostat. Can be changed to meet individual 
requirements. Simple adjusting screw is located on the 
thermostat in machine compartment. 


Lists for Business Use 

An interesting service to all enterprises which require 
lists of companies in special fields of endeavor all over the 
country is offered by the Clipping Service Bureau, P.O. Box 
65, Merrick, N. Y., specialists in mailing lists and directory 
clippings. 

The company supplies customers with lists which it takes 
out of the latest classified telephone directories publi 
throughout the United States. The lists are always fresh and 
alive, for the Bureau uses new directories. It purchases 
the classified telephone directories published throughout the 
United States, most of which come out twice a year = 
larger cities and once a year in the smaller areas. All in al 
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Nétienal M Ades zed Abcountina 


speeds industrial record-keeping! 


These two National machines provide a complete industrial accounting system. 
Some companies can handle their entire accounting, including payroll, on the 
National Multiple-Duty Accounting Machine shown in the foreground. Others 
ind the National Payroll and Distribution Machine essential for a higher 
production schedule. 

The cost of keeping industrial records by hand has now reached a point 
where mechanization’s speed is the only answer. This is equally the case with 


te highly specialized needs of each of which National offers an individually 
ed time-and-money-saving National Mechanized Accounting System. 


This handsome brochure presents in de- 
tail the forms and records of a complete 
mechanized accounting system for indus- 
try, large or small. Ask your local Na- 
tional representative for your free copy. 
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Analyst's Public 


(From page 28) 
able attention and consideration. He must pre. 
sent them from the point of view of the man who 
must pass upon them. 

He will often apply the facts. If the recom- 
mendations are accepted, he should assume the 
responsibility of installation. It is at this point 
that he will see how important is the cooperation if 
of the employees. ) 

He will often train others in the facts. Every 
new process changes the routines of the job. He | 
must direct the efforts until the new process 
becomes the new tradition of the job. 

He should follow up the facts. Routines will not 
continue the same indefinitely. They are affected 
by changes in other routines and by new super- 
vision. The analyst should so conduct himself 
that he will continue to be the expert for the job. 


Not enough 


Knowledge and techniques — these are not 
enough for your analyst. The so-called “eff- 
ciency expert” years ago in production manage- 
ment had both, but no one today wants to be 
called that to his face. If scientific management 


™ A had only materials of the laboratory to deal with 
ny Way YOu, to find the mythical ‘one best way,” perhaps the 
| + + Di two factors would be enough. But when the 
ook Qui | P ixOn alleged “one best way” emerges in the form of 
af , t recommendations, we are no longer dealing with 
icondéro acant predictable materials. We have to put them to 
Le 4 | the use among persons with all the interplay of per- 
bea : ry sonality. At this point, one often feels pessi- 
mistically that the talents of your analyst should 
smooth dar k leads be one part knowledge, one part techniques, one 
£ , 7 part authority, and seven parts something else. 
or EQSY Wr} Ing eee By this something else, he must make his ideas 
~ b bb function in and through the minds of others. He 
he SUDET rubber will be fortunate if the results are somewhat less —H. 
. than perfect and not explosive in character. re 
locked in the green “Tact,” said George Horace Lorimer years ag0 19 
in his Letters of a Self-Made Merchant to His 
and, yel low Plast p Son, “is the knack of keeping quiet at the right - 
for clean Erasin time, of being so agreeable yourself that no one i 
‘ can be disagreeable to you; of making inferiority 
' feel like equality. A tactful man can pull the an 
You | ost the most stinger from a bee without getting stung.” yy 
. . . Tact, of course, underlies all your good will. tho 
ie pencil perfection, Some people have called this “something else.” inn 
ith for want of a better name, the sales approach to Pre 
wi analysis. The process does parallel the attitude sia 
DIXON of the sales representative in many important o 


particulars. There are also many evident differ- 
a ences. Perhaps we could work out a definition 
Te with what the psychologist calls apperception and 

; . a state of awareness, but more likely we should 


get bogged down still further. Here at least and f 


Joseph Dixon Crucible Co., Dept. 87-35, Jersey City 3, N. J. 


OFFICE MANAGEMENT AND EQUIPMENT May, 1948 


gr eases’ Si ' = sy aa | re = ee a iii ree co et Ph: te i .* 2 
x rd 4 
ate - 
ae 
are 7 
: - . 
Gi =p? nds a 
(* | Says MeT, A 
BY 
a - er 
es Fl _———— mm. 
a 
ee i he 
4, a 
4 - e ae 4 | 
%.. ’ 
‘. 
i . , 2 
7 i 
¥. 7 | 
— aa Xx 
. ; ion 
rh: od ‘ | eB 
: ] ) : 
i : cae + Se 
i ‘ = a 1 | . 4 * 
ae ; | ; 
cl ta f kal | 
- a 
t rn a 
2 a 
A 7 | iS 
i . | a 
3 q i a 
~ a " 4 ey 
§ 
. - 
i | oe 
ie 7 "4 “4 
Bi, 
. od 
: = 
ya : 
| | . ES - 
he : a 
at 4 “f 
~ oe im 4 "ie 
pe | “9 
a = | 
a ] 
2 4 
i * 4 
dag. aad 
eek eee 
fe tne th 
ce <a 
7 . | 
ee - i a: i a, — 2 Fit Se.) es ae ea 
es fie eke ae ——_ Asi ie = Sa a eae & aus bile, | 


should 
es, one 
g else. 
s ideas 
rs. He 
nat less Have your nearby Woodstock 

er. representative bring the new deluxe 
ars 489 1948 model to your office. See how 
to . it quiet and precision perfect it 
o & really is. A demonstration will 
no one 

eriority  COAvitice you of the ease, speed 
pull the | and pleasure it will add to your 


” _ typist’s work. Give it a 
od will thorough test . . . check 

g else, its many new features. 
roach tO — 
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briefly are a few requirements which will affeet 
the apperception of your analyst. 


1. He should like to work with details. They 
should have little or no nuisance values for him 
because he must dramatize them in chart and 
story to get his thoughts across. 


2. He should have social poise. He should like 


¢ A R B 0 N | PA P E W S *3 a variety of people and know how to empty them 


mentally without pain. If he also has a nose for 
news, for ferreting out what is going on here and 
there and yonder, so much the better. 


T YP E W ~ | T ‘ R R i - i 0 N S 3. He should know the English language so 


well that he can speak and write readily and 
simply. Words can be the handiest and most 
effective tool on his job. This attribute has often 
been too little considered. 


<2 ga tie) 
» S| 


4 & 
ah and 


4. He should have an experimental attitude. 
While he should keep his feet on the ground, they 
must not go along in the ruts. He should have 
a mind for gadgets, inventions, and new ways of 
doing things. 


5. He should have patience with people and 
things and courtesy withal. He should realize 
that the truth is not always with him alone, that 
steps of progress come one at a time, and that 
if you can’t get all, get what you can at this time. 


6. He should be industrious, and industry can 

be based only on his interest. There are few other 

; i" jobs where the self-starter is more important. 

Get WRITE on the Job! Even the best of analysts are subject to criticism 
' for delay and slowness. Too often the criticism 


is true. 


A qood-looking letter makes a qood : ; ; 
impression . . . your letter to a prospec- There are other valuable attributes in the suc- 


tive customer will make the right im- cessful analyst. Any characteristic of mind or 
pression—if it's a WRITE letter! : , d ‘ . 
personality which will help him influence and 
WRITE Typewriter Ribbons produce stimulate others to action is important. Half of 
clear, crisp, uniformly sharp letters every pepe ‘ 
time. WRITE Carbon Papers give you 4 his job is to find the answers to your problems, 
more copies and cleaner carbons from and half of it is to get something done through 
every original, and they're easy to han- 


dle. a the minds of other people. 


WRITE high-quality products are guar- 
anteed for long wear and consistently 
good performance. For economy and 


efficiency, supply your office staff with ; Space Report 


WRITE Typewriter Ribbons and Carbon : 
Paper. ‘ (From page 24) 


Ask your dealer, or write us today To properly evaluate this space problem, it was 
for FREE samples and attractive decided to first prepare an “as is” template study. 
omens From this, definite conclusions could be drawn and 
the best way of correcting the existing space prob- 
lem could be discussed and decided upon. 
Scale drawings of 14 inch to 1 foot were made 
gee ae en) Ee ec and mounted on Celetex in preparation for tent 
; : plating. The dimensions and pertinent facts per 
W ~ | T F e ip \anlagtes : taining to the structural layout of the building 
INCORPORATED New York 17, N.. were checked, and sheets of 14 inch to 1 foot card-# 
; , board template were printed. 
We in the Utilization Section decided that the 
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aia = makes a safe good .. . 
Me = you know your safe has the 
have Stra strength to withstand 
al a drop of twenty or thirty feet? It" 
ht, you know, in an actual 

> and 


ealize Paper starts to char at 350°. 

thet How do you know that the 

Eig interior of your safe will stay 

time. - than ares 

‘y can 

other 

yrtant. 

iticism 

— 2 1917, the incaentbia Glle wriae Taientoral Ine. x 
, “has len, testing safes. To be approved for their ‘‘A” label, 

he a . / _ a safe must pass their severe “4 hour’ trial by fire, impact 

al > 2.7 and explosion. That’s why when you invest in a new Mosler 

—— label safe—you’re investing in a lifetime of a 

oblens, _ There’s a Mosler ‘‘A”’ label safe to meet your particular 

hrough _ requirements exactly—and you'll be amazed at ow little 

oR costs to trade in your old safe for this really reliable 
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Still the Fastest and Most Accurate! 


SIMPLIFIED NEW LOWER PRICED 


COMPACT + STURDY « SIZE ONLY 87, by 11” 
e 3-DIMENSIONAL PLASTIC MASK « 
EASY ONE HAND OPERATION 


Paymaster's dream! Further simplified to achieve 
greater economy! Scientifically designed with big 
legible figures that eliminate eye strain. Visualizes 
the deductions 0 to 10, of only ONE PAY amount 
at a time. Color signals—no deductions. (Green 
signal flashes when amount of tax becomes zero). 
Complete with official charts, weekly or semi- 
monthly. Either hand can work it alone, leaving 
other hand free for writing or making entries. 
Mounted on heavy board and lacquered for per- 
manency. Will last for years! 


$2. 


Immediate Delivery 
Employee’s Withholding Exemption Certificates 


Form W-4—revised April, 1948 
on 4x 6 index cards 


$5.00 M 
Immediate Delivery . . . Lowest Prices on 
Redifixt W-2 Withholding Forms 


. also SSIB Federal Forms .. . 
including 1948 State Forms 


PAYS FOR ITSELF 
IN A FEW DAYS 
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LIST PRICE 


Send for Details on These ... Also 
ALL-PURPOSE REDIFIXT BILLS-OF-LADING 


CONSOLIDATED 


BUSINESS SYSTEMS, INC. 


Dept. 36 


30 Vesey Street New York 7 


70 


OFFICE MANAGEMENT AND EQUIPMENT 


| 


best and quickest method of doing this job was 
after working hours. This way, we would not be 
bothered by numerous questions nor would we 


| interfere with the work going on. 


| the buildings. 


The job in the main building and annex was 
done in two successive nights by this method. 

Conferences with the various service directors, 
to determine the basic work-flow of divisions and 
sections, followed this templating. 

These discussions were necessary to ascertain 
the duties and personnel ceilings of the services 
and to determine the priority of one section over 
another for the better space. We found it neces. 
sary to discuss the proper usage of administrative 
and storage space, and to find out why certain 
areas were considered impractical by certain see- 


_ tions. It was necessary to learn of any anticipated 


expansion by the various services. 


To best allocate space 


In order to better understand what was done 
by these services, members of the Real Estate Di- 
vision were allowed to sit in on various confer- 
ences. 

All of the above was necessary in order to best 
allocate space that would be suited for the par- 
ticular services involved. Understanding the fune- 
tion of the services was very important in order 
to bring about a satisfactory and functional lay- 
out. 

The gross and net square footage being utilized 
by the services, divisions, and sections, and the 
findings of the many discussions with chiefs were 
summarized on the Space Analysis Work Sheet. 
This information was to aid in the final analysis 


} . 
_and re-allocation of space and areas. It was also 


used in the developing of new administrative lay- 
outs. 

Separate work sheets and occupancy data sheets 
were compiled on each service. From these sheets 
and the templated floor plan, the following con- 
clusions were drawn: 


a. Office space averaged 110 square feet per 
person. 
b. Many organizational elements occupied | 


space in excess of recognized standards. 

c. Space of an inferior nature was being uti- 
lized by administrative activities, while excellent 
space in some cases was used for storage and files. 
Also, extravagance of excellent space was pre | 
dominant in many of the sections. 

d. Services were decentralized throughout the 
two buildings, so much so that certain efficiency 
was lost through lack of proper coordination. 

e. Excessive furniture was found throughout] 


f. Space used for storage of paper stock was 
found to be unsatisfactory due to dampness 4 
extreme heat from overhead steam pipes. 

g. Offices in direct contact with the public were 
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Corry-Jamestown asked a thousand busy executives 


Steel Age desks are equipped with JUSt what they wanted in a desk—and this beautiful 
feet pet sdjustable gliders for leveling on un- STEEL AGE DESK is the answer. It incorporates the 
best in modern design—the skill of master metal- 
craftsmen—and the functional utility that busy men 
demand in today’s modern desks. 


even floors, and to adjust height in 


occupied | any degree from 29" to 30%". 
eing uti- 
excellent 
and files. © 
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CORRY-JAMESTOWN MANUFACTURING CORP. 


Guy the Steel Age line 
-and you buy the best { 


. CORP PENA: .55 “ae / See 
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.-. the Sengbusch HP-6 Handi-pen has the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office force—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con- 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 
158 Sengbusch Building 
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Milwaukee 3, Wisconsin 


located on the fourth floor, thereby resulting in 
poor accessibility to visitors. 

h. The building was constructed for a ware. 
house, and was practically an impossibility to re. 
model with an eye towards economy. 


The following overall recommendations were 
made to assist the services in bringing about a 
satisfactory arrangement and utilization of space, 
equipment, and personnel: 


a. Future space allocations should be conducted 
along the lines of consolidation of services which 
will contribute to economy in space utilization and 
more efficient administrative control by service 
directors. 

b. When consolidating, consideration must be 
given to re-allocation of space in accordance with 
established standards. 

c. Undesirable space, now utilized as adminis- 
trative space, should be classified as storage and 
used as such. Also vice-versa. 


d. Average per person should be held to 90 
square feet. 


e. In view of the close relationship of person- 
nel strength and space requirements, it is recom- 
mended that a new survey be conducted when 
future personnel employment and requirements 
become definitely established. 


f. Survey of excessive office equipment and 
transferring of it to Veterans Administration 
warehouses. 


Additional individual divisional recommenda- 
tions and assistance were offered to include re 
allocation, proper utilization, and alterations of 
their particular space administration problems. 

At the request of the service directors, new tem- 
plate and schematic layouts were created to assist 
them in proper utilizing their new allocated areas. 

The Deputy Administrator of the Branch Office 
endorsed all the recommendations submitted by 
the Real Estate Division pertaining to the utiliza- 
tion of the Veterans Administration Building. 

Upon receipt of the Deputy Administrator’s en- 
dorsement, the various directors, section and di- 
visional chiefs put into operation steps necessary 
for the achievement of this satisfactory utiliza- 
tion. Through cooperation between management 
and personnel, and the assistance of Space Ana- 
lysts, the Veterans Administration building was 
finally made suitable for administrative use neces- 
sary for efficiently expediting veterans’ affairs. _ 

i 

New Functional Furniture i 
In “What Makes an Office Click,” is news of the | 
Lincoln functional office furniture manufactured by the Com- 
mercial Furniture Co., 2739 West Chicago Ave., Chicago. — 
This handsome brochure presents both visual and textual | 
data on this new line designed to suit the modern needs of | 
the office. | 

Among the features of the furniture is that it is designed 
for comfort, is space saving, has easy to reach file drawers 
incorporates stands for dictating machines, and has privalé 
drawers. 

Copies of this valuable new booklet are available. 
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Nowhere will you find expressed in carbon 
paper the distinction, individuality, and pres- 
tige so inseparably associated with M&V 
Tackless Pencil Carbon specially developed 
to eliminate offset, smudge and bleeding. This 
fine example of the M&V master craftsmen’s 
work is made for that exacting clientele who 


seek the utmost in value, performance and 


POINTED FACTS ABOUT PENCIL CARBON 


durability. The highly specialized services of 
these skilled workmen insure the excellence 
and dependability of all M&V precision made 
products, this is the reason why users of 
M&V Tackless Pencil Carbon can be sure 
that every sheet will produce the maximum 
number of clear sharp brilliant copies—a 


true “Tackless” carbon as the name implies. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 


1881 


jae 4 UNE CARBON PAPERS & INKED RIBBONS - 
May, 194 Wey, 1948 


PARK RIDGE, NEW JERSEY 
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INCREASE YOUR OFFICE 
EFFICIENCY BY USING 
NATIONAL 
2 


NATIONAL GIVES REAL 
SERVICE AND 
COOPERATION 


We shall be pleased to 


quote you. 


_ NATIONAL PENCIL COMPANY — 


SHELBYVILLE TENN. © 


For Free Enterprise 
(From page 10) 


“The time has now arrived for the retailer to 
merchandise the merits of the profit system which 
has given Americans the highest living standards 
in the world. A nationwide campaign, carefully 
thought out and well organized, can be successful, 
It will need the effort of all store executives. The 
store manager, the merchandise executive, the 
sales promotion director, and the controller have 
contributions to make to an effective promotion, 
and to a long-range program.” 


* of * 


“To the retail controller falls a major role: the 
task of explaining and interpreting the facts of 
business and the basic relationship of supply and 
demand forces, income, costs, and profits. As the 
coordinator-engineer of our stores, he can also 
strive to: (1) Keep the business profitable. Be- 
cause of the risks involved in the sale of merchan- 
dise through retail channels, there is every reason 
to justify substantial profits. When pricing is hon- 
orable and competitive, and sound value is given 
to consumers through efficient management of our 
stores, there is no reason why we should consider 
it indelicate to speak of profits. As controllers, we 
must apologize rather when our stores are operat- 
ing at a loss, when business is ill, for then we do 
not meet the true responsibility to free enterprise; 
(2) Publish financial and operating reports of our 
stores with simplicity of statement and definition 
so that he who runs may read. It is an alarming 
fact, as it is disturbing, to realize that the public 
has an erroneous impression of the amount of 
profit made by retailers and that the majority of 
our people do not understand the terms in which 
our business reports are written; (3) Be ever con- 
scious of responsibility to see that the profit sys- 
tem and profits are used to the best advantage 
of the enterprise. The controller can contribute 
most not as the guardian of corporate income but 
as the engineer of profits.” 


7 * * 


“How much freedom would arise out of another 
painful depression no one can predict. It is suff 
cient to declare from our past experience that 
empty stomachs will trade even the Bill of Rights 
for a full dinner pail. The current history of 
Europe proves this tragic observation. Today, 
millions of people willingly or unwillingly are giv- 
ing up their sense of individual responsibility for 
servile collectivism. The current installment 0 
the price of freedom is now due. It is an unselfish 
effort to maintain prosperity and an increasing 


want to progress and to remain free.” 
May. 1948 
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To reduce office costs 

To increase office 
efficiency 

To facilitate office 
rearrangement 

To simplify moving 
problems 

Commercial Furniture 


Company offers this 
easy way to 


Improve New or Old 
Office Layouts 


Accurate Scale-Model 
Furniture Now Ready 


Plan layouts for new offices, check 
blueprints, improve work flow arrange- 
ments, simplify office moving problems 
with this new basic office planning unit. 
230 accurate, scale models (14 inch to 
the foot) of desks, chairs, tables, files, 
bookcases, walls and partitions, etc., 
plus a cork board base. Scale models pin 
easily to the base, making changes and 
suggested moves easy to arrange. Entire 
outfit furnished in smart, convenient 
carrying case. 


Here is the greatest time-saving con- 
venience ever offered to office executives 
who must plan offices to improve effi- 
ciency, arrange new offices, or find room 
for new employees in already over- 
crowded offices. 


Commercial Furniture Company, for 
60 years manufacturers of Lincoln Office 
Furniture, offers this planning unit to all 
office executives at cost as a contribution 
to better office planning. You do not 
have to buy our furniture to take advan- 
tage of these time-saving planning tools. 


Write or telegraph today for illustrated 
folder showing how you can save time, 
reduce costs, and speed the work of plan- 
ning every type of office arrangement. 


COMMERCIAL FURNITURE COMPANY 


For 60 years manufacturers of Lincoln Office Furniture 
2739 West Chicago Avenue, Chicago 22, Illinois 
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at an unheard of low price 


nae If you've never lettered before, Only 
rae you can with this set. It’s that 
as simple. Made of transparent . oe 
Pe plastic that lets you see what 
you're doing. Use either sharp set of 
pencil or ink. (Move guides 6 guides 


without danger of smearing.) 
Alphabets, Numbers and Signs 
on every guide. 


1/8”, 3/16", 1/4” 
5/16", 3/8", 1/2” 


TRIANGLES 
Improved with Ne 
es true edges, round 


flat su 


Ft dae ee Pe 


8” size of sturdy, cl 
; inflammable plastic. 


aif)? 2 A complete line of other quality 
i gy 
fe _ drawing, ruling and computing devices. 
— SEND FOR FREE CATALOG 

RULERS + TRIANGLES + WAVIGATIONAL INSTRUMENTS + STENCILS » PROTRACTORS » OTHER DEVICES 
# 


CUNY 22le many 


‘ 


TSA'S Bridge in May 
The 14th annual bridge of the Transcription Super. 

visors Association of New York will be held on Saturday 
afterncon, May 22nd, in the Club Rooms of the John Wana. 
maker Home Store at Broadway at 8th St., New York. 

This year a portion of the proceeds will go to the Amerj- 
can Heart Association. Tickets are $1.50 each. They are 
available from Mrs. Maude H. Curry, 140 East 40th St., New 
York 16. 


A Consultant with Ralf 

Ralph Tabakin has become a consultant with R. Ralf 
& Associates, management counselors in space administration, 
2900 Park Ave., Richmond, Va. Mr. Tabakin will be jn 
charge of the space engineering section, which specializes jn 
industrial surveys, plant, and office layouts. He is a member 


| of the industrial management society. 


The services of the company include office and plant lay- 


| outs, records and methods analysis, work-simplification, in- 


dustrial surveys, and architectural renderings, 
delineations and structural. 


including 


Unconditional Year Guarantee 

An unconditional full-year guarantee on all large or- 
ders of fluorescent fixtures, the first such offer in the history 
of the industry, has been announced by Sylvania Electric 
Products, Inc., 500 Fifth Ave., New York. 

It is effective immediately on all orders of 100 or more 
fixtures shipped to one customer for installation in a single 
location. The guarantee applies to all parts of Sylvania fix. 
tures including the fluorescent lamps, starters, ballasts, lamp- 
holders, reflectors, glass shields and metal parts. 

Within the twelve-month period after purchase, any part 


_ of individual fixtures which becomes defective or inoperative 
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under normal conditions of use will be exchanged for a new 
part. Although this written warranty is limited for the 


present to large installation orders because of guaranty con- © 


trol, the same provisions will apply to smaller orders when 
additional fixtures are needed to complete an installation 
already covered by the guarantee. 


Campaign on Behalf of Older Workers 

With Mayor William O’Dwyer of New York and other 
public officials, business, labor, and professional men as 
sponsors, Federation Employment Service, a free and non- 
sectarian service and an affiliate of the Federation of Jewish 
Philanthropies of New York, has undertaken a campaign 
to secure employment for older workers, over 45 years of 
age, and to educate the public as to the fitness of older 
people for employment 

Under the slogan, “Experience, Loyalty, Skill—Come With - 
Age,” the campaign will be conducted as a special project 
of Federation Employment Service, 67 West 47th Street, New 
York, simultaneously with its normal operation as a job 
placement and vocational guidance bureau. Business and 
industrial firms in the metropolitan area are being solicited, 
through mail and personal visits by members of the FES 
staff and volunteers, to study their personnel set-ups to 
determine whether jobs can be made available for ~ 
persons. 

Arnold Askin, president of Askin Stores, Inc., and Ms 
Arthur D. Schulte, will serve as co-chairmen of the cam 
paign. 

Citing a survey conducted by the New York State Legis] 
lative Committee on Problems of the Aging, Mr. Askin said 
that industry rates employees past 45 years of age as “molt 
loyal, absent less frequently, and as productive as theit 
junior workers.” The survey, which embraces the 
ences of 1000 employers, also revealed that older persomt 
were more experienced, more conscientious, and less 
tracted than younger people. 
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- MERCURY-GRAPH ROLLERS | 


and other 
| men as 
and non- 
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campaign 
5 years of 
s of older 


Once you have tried these accessories you'll never switch! 
These rollers and blankets are DIFFERENT. They are con- 
structed by the same craftsmen, using methods and 
materials responsible for the success of Mercury products 
in big commercial printing and lithography plants. 


‘ome With © 
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Because these products are built to professional press- 
men's standards, they out-perform ordinary accessories 
for office machines. You can count on Mercury products. 
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RAPID ROLLER COMPANY 
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EXCLUSIVE... But Not “HIGH-HAT” 


OFFICE MANAGEMENT AND EQUIPMENT is 
always a welcome guest of honor. It moves in the 
most select circles, among the top-ranking office 
management executives—among treasurers, con- 
trollers, office managers and purchasing agents of 
the nation’s business and industrial organizations. 
It’s exclusive inasmuch as it is the ONLY special- 
ized magazine edited solely for this outstanding 
executive group. 

It’s exclusive in that its editorial pages are devoted 
to the service of these busy office executives, their 
needs and problems. It suggests to them ways in 
which to improve their own offices; tells them the 
things they want to know about new methods and 
systems: talks man-to-man on problems of per- 
sonnel and purchasing. 


OFFICE MANAGEMENT 
and EQUIPMENT 


It is an authority on these subjects and the most 
often quoted of any specialized office executive's 
magazine. 


Each month 8,000 copies of this magazine become 
an active part of the selling organization of every 
manufacturer using the advertising columns of 
OFFICE MANAGEMENT AND EQUIPMENT. 


Here are 8,000 extra salesmen who work with the 
manufacturer of office equipment and aid his own 
salesmen in explaining the advantages of his 
wares to top office management executives. A 
potent selling force to say the least! Office equip- 
ment manufacturers are invited to write for fur- 
ther details! 


THE OFFICE EXECUTIVE’S OWN MAGAZINE 


260 FIFTH AVENUE 
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WHEN YOU are told that bankers prefer Ace 
Stapling Machines and Staples it is one of the finest compli- 
ments this well-known line of stapling equipment could re- 
ceive. And, if you were to check offices, factories, schools, 
shops, homes and professional men you would get the same 


FIG. 1 shows a cross section of an ALL-ROUND enthusiastic endorsement. 
steel wire. Ace uses only the finest quality, pre- Bank : 

ers have found, from long experience, that the successful 
cision made, accurately drawn-to-size steel wire. ; <hitiets 3 


operation of a precision built stapling machine, such as Ace 
has always produced, depends as much on the quality of the 
staples used as it does on the machine itself. It is poor economy 
to jeopardize the smooth, efficient operation of an Ace Stapler 
by using poor grade staples. 


ACE PILOT 


Precision built by skilled 
workmen. Staples and 


7 pins. 
FIG. 2 shows the ALL-ROUND steel wire after ' > 
being treated by the Ace Process. This gives max- ACELINER eZ ACE STAPLE REMOVER 
p “ae “World's Finest Stapler’. : wa 
imum str the oute it is needed P Snaps out clinched sta- 
a — aetna Staples, pins, tacks and °Sa ples in a jiffy. Saves 


hand fastens. finger nails. 


3415 NORTH ASHLAND AVENUE + CHICAGO 13 


|__a IN CANADA e ACE FASTENER (CANADA) LTD., 504 ST. LAWRENCE BLVD., MONTREAL 
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DUPLISTICKERS 
used when DUPLICATE =—y 


addressing is required 
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Duplistickers will simplify your Direct Mail 
addressing because you can make as many as 


© 4 duplicate addresses on a typewriter 


*® 10 to 15 on a gelatin duplicating 
machine 


© 50 or more on a liquid duplicating 
machine 


and all with just ONE TYPING 


Can you figure out how you can cut 
your addressing costs any easier? 
Order from your stationer, or if you 
wish, try ‘em before you buy “em. 

Just clip and mail , 
coupon below. 


Regular package 
825 labels—only 50¢ 


“the name to stick with” 


5 


To: EUREKA SPECIALTY PRINTING COMPANY 
Stationery Division, Dept OE 
Scranton, Pa. 


Please send me a free sample package of Eureka 
Duplistickers. 


Name 
Address... 


City 5 State 
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Keller Elected Vice-President 
Roy J. Keller, general sales manager of TelAutograph 
Corp., 16 West 61st St., New York, has been elected a vice. 


Roy J. Keller 


president it was announced recently by Robert L. Spotts, 
president. | 

Mr. Keller joined the communications manufacturer in 
1924, serving in various capacities until 1945 when he was 
appointed general sales manager. 


Installs Recordak 
The Federal Reserve Bank of Boston is planning to 
install equipment on May Ist, which will enable New England 
member and non-member clearing banks to send in all their 
checks for collection free from the present requirement that 
certain descriptive details be furnished or kept available. 
The equipment installation consists of 71 Recordak duplex 
microfilmers. The machines will photograph both sides of 
checks sent to the bank for clearance, providing that bank 
with a descriptive record for its purposes and in addition 
enabling it to supply banks with pertinent information about 
checks received from them and subsequently lost in transit. 


Fresh'nd-Aire Appoints | 

The appointment of H. Hartmann as general manager | 
of the Fresh’nd-Aire Company, a division of Cory Corp, 
and manufacturers of air circulators and room humidifiers, 
was recently announced by J. W. Alsdorf, president of Cory 
Corp. 

Mr. Hartmann has been with Fresh’nd-Aire company 
since 1944. In his new capacity he will carry complete 
responsibilities for supervising distribution, purchasing, 
sales and manufacturing of Fresh’nd-Aire air circulators and 
electric air humidifiers. 

Coincident with his appointment, Mr. Hartmann announced 
that J. W. Wallace would serve as general sales manage, 
and Lewis Seil, chief production engineer of the company. 

Mr. Wallace replaces D. B. Huggard, former Fresh’nd-Aire 
sales manager who was killed in a plane crash late last year. 


Many New Offices Opened 
Pitney-Bowes, Inc., Stamford, Conn., manufacturer of 
postage meters and mailing machines, has established many 
new district sales and services cffices during the past two — 
months. The new offices and their managers are as follows: | / 
Spokane, Wash., 242 West Riverside Ave., P. M. Jackson; 
Akron, Ohio, 155 East Market St., L. Howard Thornberry; 
Dayton, Ohio, 35 Stratford Ave, J. J. Beacham; Reading, 
Pa., 147 North Fifth St., J. W. Hunter; Greensboro, N. C, 
125% West Market St., H. A. Smoak; Trenton, N. J. 215 
North Hermitage Ave., S. O. Schlapfer; and Erie, Pa., 12th 
and State Sts., William J. Hanley. : 
Other new district sales and services offices opened are 
in Bridgeport Conn., 706 Bostwick Ave., John J. Anderso®, | 
Jr.; Springfield, Mass., 1653 Main St., Robert T. Foley; Cam ] 
den, N. J., 3627 Federal St., Mark A. Porter; Knoxville, Tent, 
2026 North Broadway, Robert C. Moore; and Davenport, 
Iowa, 2212 East Twelfth St., Carl E. Burgeson. 
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manager, To the outstanding value of our Bank of England wood chairs, 
company. add a shaped, form fitting, built in, air cooled seat of foam rubber 
h’nd-Aire supported by springs and you have a comfort picture of the new 


last year. Taylor 662114VR. Sell the revolving chair with this feature, and 
matching guest chair No. 6620 with wood seat. 
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The Taylor line is complete. Full line of other Taylor Com- 
fortable-Posture Chairs for every office duty. Other lines in full 


range of models and pricing in All-Wood Bank of 
England and Commercial Flat Back. Also Turned 


Leg and Modern Chairs. Upholstered Models. No. 6621/2 VR. 
Special finishes to match any new 9 ee 
desk colors, wood or steel. ' 
1! THE TAYLOR CHAIR COMPANY ae 
; Bedford, Ohio 
1 Please send to me, illustrated folder of Taylor Comfortable Chairs, 
i prices and where | may obtain. 
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Top 123%4"x24”, 
Height back 
3249”, 
Front 2834” 


... WITHIN 
, CASE 


REACH! 


rdinal REFERENCE 
BOOK STAND 


Simplify use of Dun & Bradstreet Reference Book, 
dictionaries, registers, etc., by using this rigid 
All Steel Stand. Mounted on Casters for con- 
venience. In use wherever large books are 
necessary. Obtainable thru your local stationer 
or office furniture dealer or write direct. 


CARDINAL SALES, INC. 


5631 West Madison St. Chicago 44, Illinois 


ONE NA 


END ALL WRAPS PROBLEMS 


Office VALET Wardrobe 
Racks and Costumers end 
“wraps” problems, keep 
clothing “in press,” aired on 
spaced hangers; provide ven- 
tilated spaces for hats, over- 
shoes and umbrellas. Save 
floor space, accommodate 3 
persons per sq. ft. Fit in 
anywhere. Lifetime welded 
construction. Modern lines 
and colors. 6-place non-tip- 
ping costumers—12 and 24- 
~place 4-foot racks. Endorsed 
by top office planners — in 
industry — institutions — 
municipal buildings—schools 
—professional use. 


VOGEL-PETERSON CO. 


“The Coat Rack People” 
624 So. Michigan Ave., Chicago 5, U. S. A. 
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Appointed to New Position 

The Commercial Controls Corp., Rochester, N, Y, 
manufacturers of mailroom equipment, has announced the 
appointment of Henry J. Lindsay as advertising and sale 
promotion manager. Mr. Lindsay will also continue in his 


Henry J. Lindsay 


capacity as advertising and sales promotion manager of Elec- 
tromode Corp., manufacturers of electric heaters for home 
and industry, a subsidiary of Commercial Controls. 

Mr. Lindsay joined the IBM electromatic typewriter divi- 
sion at Rochester in 1936 and became advertising and sales 
promotion manager of the Division in 1939, holding the post 
until 1942 when he enlisted in the Army. 

After four years in service, he renewed his work in the 
IBM advertising department, transferring to the Justowriter 
Corp. upon its organization in April 1946. On January 1, 
1947 he was appointed advertising and sales promotion man- 
ager of Electromode Corp. 


Burroughs Earnings 

Net earnings of the Burroughs Adding Machine Co., 
Detroit, for the first quarter of 1948 were $2,731,351, the 
equivalent of 54 cents per share of common stock, as com- 
pared with $1,006,587 or 20 cents per share during the same 
period of last year, John S. Coleman, president, told stock- 
holders of the company in their annual meeting in Detroit 
April 27th. 

Consolidated gross income during the first three months 
of this year, from all sales and service activities of Burroughs 
and its subsidiaries, was $21,625,091, as compared with $13,- 
938,119 for the same period of last year. 


Made Assistant Sales Manager 


Appointment of Noel L. Mudd as assistant sales man- 
ager of the Burroughs Adding Machine Co., for the United 
States and Canada was recently announced by Willis E 
Morgan, sales manager of the company. 

“Mudd’s appointment is a part of the current program of 
expanding and strengthening Burroughs’ marketing organi- 
zation,” Morgan said. “With the increased productive capac- 
ity of our factories, expansion has become necessary in order 
to continue adequate service to customers. Plans call for an 
increase in sales personnel by the end of the year of 50% 
over 1947.” 

Mr. Mudd joined the organization in 1923 and has served 
in every sales capacity from junior salesman to division 
manager. After assignments in Quincy, Ill. and St. Louis, 
Mo., he was appointed manager of the Amarillo, Texas, 
branch in 1929. From 1935 to 1938 he served on the home 
office sales promotion staff, and later headed Burroughs 
branches in Knoxville, Tenn.; Birmingham, Ala.; and In- 
dianapolis, Ind. 

In 1944, Mudd was made division manager while serving 
in Indianapolis, and in 1946 was appointed division manager, 
working out of the home office at Detroit. Earlier this year, 
he was made special representative in the sales department 
and held that position until his promotion to assistant sales 
manager. 
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_ CONVENIENT 
| SAFE-KEEPING 


Now Available... DEALER FRANCHISE 
NEW FANDEX unioue 


Indexing Revolutionized! 
for live aggressive dealers 


FANDEX 


VISIBLE 
RECORDS 
FOR 
SPEEDY 
REFERENCE 


*Patented 


1, Continuous visibility at a glance. 
misplacement. 
4, Use own cards—no rewriting necessary—simply trans- 
fer to FANDEX. 5. FANDEX UNIT FITS standard file cabinet. 


USES STANDARD INDEX CARDS, SIZE 3x5, 4x6, 5x8 


For further information inquire of your dealer or write 
direct to 


FANDEX, 


15 SPRUCE STREET 


BEekman 3-6893 


3. Rapid insertion and removal of cards. 


2. Eliminates card 


INC. 


NEW YORK 7, N. Y. 


All These 


Features! 


9 Seeret Chamber 

02 Locks—2 Keys 
620 File Folders 

@ 5 Storage Envelopes 
6 Swivel Front 

- All Aluminum 


788 


Complete 
ef Higher 
Rockies 


aig, Portable! 


THE Draftinan DEMANDS AN ERASER THAT'S 
» * on the pick-up 


ow on the job 
Carell to prevent 
paper abrasion 


YEARS HIS 
CHOICE 


bears the a 


AKAGI hd 
THE =i CO., New York City, w. SuA 
Also Goodyear Brand Rubber and Soap Erasers 


KEEPS PERSONAL sistas 
SAFE, HANDY! come 


he ih 8 Ibs. Has 
TOs stee! ——. Take 
spa handy, con- 


MASO STEEL PRODUCTS 
500-32 §. THROOP ST. 


For Your 


Personal, Portable File, 
Choose Maso's “Bankette"! 


For safekeeping your valuables, per- 
sonal papers, keepsakes, tax and other 
re cords, you can’t beat Maso's “Bank- 
ette’. Fire resistant, water repellent, 
the | “Bankette” is a full 13” x 12” x 
5%” deep. Quality built for lasting 
service. Secret chamber with separate 
lock, 1%” deep. Swivel front opens a 
full 3”. Easy to file. Ample room for 
everything. Your choice of beautiful 
baked enamel, Hammerloid finish, Green 
or Gray. 


ORDER FROM YOUR STATIONER 


CHICAGO 7, ILLINOIS 


Pa ONT 
AG ce 


in America!” 


-@ONION SKIN 
@®COCKLE FINISH 
@®RAG CONTENTS 


CPO PAQUE 


Sizes: *6%, «9. Monarch, +10, #11... and the 
new modern window ... Air Mail Envelope. 


Sizes: +6%, #9 and #10 PLES 
SaMEE 
242 West 65th St.. New-York 23. N. Y. yp 


ENdicott 2-7770-7771 
83 
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Many Styles — Wood or Steel 


Also non-folding chairs, tablet arm- 
chairs and folding tables. 


[-} PROMPT 
<7 | SHIPMENT 
FROM 
STOCK 


Write for Prices of 
These and 
Other Chairs 


Please Specify Your 
A-65 Present Requirements 


It's ADIRONDACK for a complete line of fine seat- 
ing equipment. Inquire now! 


ADIRONDACK CHAIR CO. 


Dept. 1, 1140 Bway. 
New York 1, N. Y. 


Ist Choice in Every Office 


‘Gise) POST BINDERS 


Pre-tested material, fine workmanship 
and rugged quality are characteristic 
of all Elbe Binders, Our steady growth 
since 1909 attests to consumer accept- 
ance of our product. There are hun- 
dreds of stock numbers in all styles 
and quantities. Special binders are 
made to order for specific needs. 


ane, orrices ¢ FacToRY 
FALL RIVER, MASSACHUSSTTS 


NEW YORK OFFICE—200 FIFTH AVE. BOSTON OFFICE—I0 HIGH ST. 


Coming Events 


American Management Association 
25th Genera sec Contes 
Waldorf-Astoria Hotel, Ne York. 
American Society for Testing sakatihs Week of June 2i3 | 
Annual Meeting 
Detroit 
Controller's Congress of the National Retail Dry Goods Ass'n 
May 25th-29th | 


oe 9th-10th 


Annual Convention 

Edgewater Beach, Hotel, Chicago 

National Office Management Association May 23rd-26th 
29th International Conference an A Annua 
Office Equipment Expo sit 

Kiel Auditorium, St. leak, i 

Special Libraries Association 
39th Annual Convention 
Hotel Statler, Washington, D. C. 


June bth-l Ith | 


June AMA Conference Announced 

The American Management Association announces jts 
25th Annual General Management Conference, which will be 
held at the Waldorf-Astoria Hotel in New York on June 9th 
and 10th. 

“The sessions,” the announcement states, “will comprise a 
significant review of managerial development, with particu- 
lar attention to important and critical problems of top man- 
agement today.” 

The principal subject that will come under discussion have 
these titles: “A Glance Backward and a Look Ahead in 
Labor Relations”; “Industrial Development and Sources of 
New Capital”; “The Human Factor in Organization Plan- 
ning”; “Developing the Executive Resources of Manage- 
ment”; “Adequate Financial Reporting”; “Organization Con- 
trols in Industry”; “Distribution of Technological Gains’, 
and “Executive Financial Incentives Under Current Condi- 
tions.” 


H. John Ross Lectures 

Announcement comes of the June Lecture Series m 
systems and procedures to be given by H. John Ross, man- 
ager of the systems and procedures department of Conti- 
nental Can Co., Inc. 

This new series will take place on Tuesdays and Thus- 
days, June 1st through June 29th, from 6:15 to 9:15 pm 
The announcement states that the classes will be held in 
the Grand Central area in New York. Tuition for this .« 
tensive course is $40. 

Mr. Ross is president of New York Chapter No. 1, Systems _ 
& Procedures Association, and national treasurer. i 

3 


Removable Type Slug 

Another valuable service has been added to the mult | 
ple uses for the Endorsograph check endorsing and cat- 
celling machine, manufactured by the Commercial Controls” 
Corp., 640 Culver Rd., Rochester, N. Y. A removable type. 
slug attachment has been developed which enables each 
operator in an office to imprint her personal identification 
number within the border of any endorsement or paid stamp 
on batches of checks, invoices or other business forms. Sine 
each operator can retain her own type slug in her poss 
sion at all times, this feature offers protection to her as wel 
as to her employer. Type slugs are easily inserted or 
moved by the operator. The Endorsograph may then & 
used to endorse or cancel either with or without the pe 
sonal identification number. The new removable type slif 
attachment is available upon order, complete with a * 
of any ten type slugs. 

In addition to straight endorsing or cancelling of chet 
and receipting of invoices, the Endorsograph may be used 
in conjunction with listing or posting machines and che? 
microfilming equipment. 
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KOBLER MODEL 
90 COPYHOLDER 


| ] “a | 


th-1 0th | 


ne 2ist 


‘hn 

th-29th USED BY 
LEADING 
BUSINESS 


ARMA GEM CLIPS OFFICES ARMA NO-SLIP CLIPS 


bth-I1th | ARMA SNAGPROOF | 4 
f Curled Ends | a 
= “4 p) i Will Not | ‘ 
Films, Fabrics Scratch or j i 
camel. Ete. ( Cp) ») Snag 
nces its 
1 will be ARMA TAG WIRE 
June 9th sien — —_ | INDISPENSABLE FOR 
= = REQUISITION CLERKS AND SECRETARIES 
pa ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH Vibration-proof metal construction. Line guide and paper 
particu- PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. clamp interchangeable left or right side. Reading angle 
op man- 1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO | fully adjustable. Heavy metal base with non-skid rubber 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. | | mat. Non-glare gray finish. Ideal for key punch machines, 
a | standard and electric — $18 each, 2 to 6 pieces 
ae in Consult your jobber—or write to us. $16.80, f.0.b. Lynbrook, N 
ources of | One of our large line of , Special- duty —. 


cardholders and b 19 


ween) PITTSBURGH CUT WIRE CO. 
bay my 1112-20 Galveston Ave. Pittsburgh (12) Pa. K ©) B L E ~ & Cc O. 


11 Gains”; 81 FENIMORE STREET LYNBROOK, N. Y. 
nt Condi- | 


: You'll find dozens of uses in the office 
» the multi § for the Flo-master FOUNTNBRUSH 


g and cat- Use it for addressing and labeling 
sial Controls” packages . . . file indexing . . . 
— . dating, proof-reading and script 
dentibeai marking . . . chart, graph and A test will prove ...Heyer Inks improve the 
i apn map records, etc. Flo-master work of any stencil duplicator... give finest 
‘= Since Ink dries j | reproductions on both automatic or hand 
forms. ries instantly ... inked duplicators. Black and 7 colors. 
_ her yn? available in eight transparent 
0 0 a a colors. Valve-controlled — ta 7 
se lL ae 1 OAGRRERORRTS OF 
may then Of eageag a ei nibs the mies? complete Th of 
out the per a ae er eaey mening. jRUFUCATORS Ghd SuPPLes | 
ple type sits Flo-master Set with 3 nibs Ra for afl: Sy 
oh a $e j ler from 

with and % oz. bottle Ink — $3.50 ious duates 

- a checks today. 
used 

ml RY Cushman & Denison Mfg. Co. 


135 West 23rd Street, New York 11, N. Y. 


1848 S. Kostner Ave., Chicago, U. S. A. * 
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HANDY STEP-SAVER, 
TIME-SAVER 


NEW 
? REX-O-Graph 
Duplicator 
CABINET 


Speed up your duplicating by keeping supplies within 
easy reach! The new REX-O-graph Cabinet provides a 
sturdy, attractive machine base, extra working surface, 
plus plenty of storage space for fluid, carbon, paper, 
forms and other supplies at your finger tips. Saves time 
and steps. 


Modern, streamlined in design, solidly built of steel, with 
handy pull-out shelf and interior shelf. the new REX-O- 
graph Cabinet is conveniently desk-high. It’s a fitting 
companion for REX-O-graph Duplicators—or for many 
other uses. 


Quick Delivery—Ask your local REX-O- 
graph Dealer. Or write for details and 
dealer name. 


REX-O-Graph, Inc. 


3739 N. Palmer St., Milwaukee 12, Wis. 


FLUID DUPLICATORS AND SUPPLIES FOR SUPERIOR KESULTS 


USES: 


Business offices, doctor's offices, gar- 
ages, restaurants, factories. 
|. New TokFone Deluxe master pash- 
button control unit (left). 
2. New TokFone Deluxe remote station 


(right). Extra units $8.50. 

3. 100 feet 3 conductor cable. (Extra 
cables 50 ft. $3.50, 100 ft. $6.50, 
250 ft. $13.00). 


FEATURES: 


|. Capacity 10 remote stations . . . 
call one or all remotes. 
2. Amateur can install . . . 
numbered. 

3. Remote can originate calls. 

4, Remote can answer from distant 
point. 

5. Master only uses AC or DC... . just 


plug in. 
6. Made under AT&T and WE patents. 


Money back if not completely satisfied 
after one week. Order direct from this 
of. ’ ca check or money order. No 


NEW 2-WAY 
SPEAKER SYSTEM 


Big saving due to 
large quantity pur- 
chase is passed on to 
you. 


WHILE THEY LAST 


all wires 


NOW § . our low price does not 
e allow bookkeeping exp . Price only 
ONLY $59.50 net. Complete factory cartoned 


F.0.B. Los Angeles. Limited supply. 


TRANSEA CORPORATION 


5363 West Pico Bivd., Los Angeles 35, California 
Phone Webster 0353 Dept.OM 
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Elected by Controllers Institute 
The election of Walter Mitchell, Jr., as managing direc. 
tor of the Controllers Institute of America has been an- 


Walter Mitchell, Jr. 


nounced by C. E. Parchow, president of that organization 
and vice-president of the International Harvester Company, 

Mr. Mitchell, who succeeds Arthur R. Tucker, founder of 
the Institute, now retired, will take full charge of its work 
about June 1. At that time he will terminate his present 
activities in the consulting field. International Research 
Service, which he leaves as of that date, will continue in the 
field of export and import market research, under the direc- 
tion of Dr. Fausto Pitigliani. 


McBee Appoints Burt 
William Burt has been appointed southwest divisional 


manager of the McBee Co., according to an announcement 
by H. C. Davis, vice-president in charge of sales. Mr. Burt's 
territory covers several states of the Southwest with head- 
quarters in Dallas, Texas. 

Burt joined McBee in 1937 as a salesman in Milwaukee. 
Later he was transferred to Detroit from where he entered 
the Army. After the war Burt was sent to Washington as 
a salesman and in April, 1947 was promoted to assistant 
manager of that office. 


Awarded Industrial Research Medal 
Games Slayter, vice-president in charge of research 
and development, Owens-Corning Fiberglas Corp., has been 
awarded the 1948 medal of the Industrial Research Institute. 
The award was made for his “outstanding contribution to 
the field of industrial research; the development of processes 
for the manufacture of glass fibers, and the effective integra- 
tion of his research into commercial application.” 


Receives Certificate of Merit 
The New York Museum »f Science and Industry has 
awarded its Certificate of Merit to Samuel L. Workman, 
president of Workman Service, Inc., Chicago. 
Mr. Workman received the award because of his outstand- 
ing contributions and pioneering efforts in aiding modem 
commercial and industrial offices in their overload problems. 


Control Form 
The C. E. Sheppard Co., 44-17 21st St., Long Island 
City, N. Y., offers a new plant and equipment ledger form for 
recording and control of depreciation reserves. 
Descriptive literature is available. 


IBM Reports 

Net profit of the International Business Machines Corp. 
and subsidiary companies for the three months ended March 
31st, 1948, as reported by Thomas J. Watson, president, was 
$11,038,281 before provision for U. S. Federal and Canadian 
income taxes. This compares with a net profit of $8,71518 
for the corresponding 1947 period. 

After providing for estimated U. S. Federal and Canadian 
income taxes, the net profit for the first three months of 
1948 was $6,695,881, an increase of $1,392,733 over the net 
profit of $5,303,148 for the first three months of the previous 
year. 
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NONE OTHER LIKE IT! 


/ Sliding Panel 
be tk Bulletin Board 


The posting panel slides out from behind a 
glass front to give full, easy access to the cork 
tacking surface. No door frames to obstruct 
the view. Used in offices, homes, and schools. 
Strong wood frame, natural finish and fur- 


nished in three sizes. Circulars are available 
for your use. 


Write for Catalog 2248 


BECKLEY-CARDY COMPANY 


1632 INDIANA AVE. CHICAGO 16, ILLINOIS 


No. 1509 (illustrated) 


@ Capacity, 5 Ibs. by 
4 ounces. Computes 

e for air mail, 
irst class mail and 
merchandise up to 4 
Ibs. Easy to use, simply 
place mail matter on 
the platform and 
pointer automatically 
indicates the correct 
weight and amount of 


tage required. 
secure and durable. 


Cie Ae A I tno 


SPECIFICATIONS 
: 614" diameter, glass 
on. Red and black 
es on white, red for 
postage, black for 
weight. 
Platform: 512” square. 2 
Dimensions: 612” x 642 
x9". 


PARCEL + ee 
io. 
H On carton. 
Weight packed 6 Ibs. 


See your supply house. 


HANSON | 
SCALE CO. 


525 North Ada Street, Chicago 22, Illinois - 
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BACK AGAIN! Iuemm 


has it... with new 


THE FAMOUS APSCO features and even 


CHIC AGO wooc. _ Seen 


Immediately 
available 

in two 
models... 
transparent 
or all-nickel 
receptacle. 
Get details 
now. 


Pes 2 


ieee ee ae 
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AUTOMATIC PENCIL SHARPENER CO. 
World’s Largest Producer of Pencil Sharpeners 
ROCKFORD, ILL. * LOS ANGELES » TORONTO 


ONE-TIME CARBON INTERLEAVED FORMS 


Consolidate your various forms for one typing! Use 
of Snapeasy one-time carbon interleaved forms saves 
typists’ time, eliminates error, simplifies by standard- 
izing, insures legibility, and speeds up office routine. 
We willingly adapt Snapeasy forms to your own needs. 
No “minimum order” is necessary. Send us your forms 
for advice and an estimate — today! 


Write Dept. OM-5 


The ARTHUR J. GAVRIN PRESS, Inc. ba 


50 WEBSTER AVENUE e NEW ROCHELLE, N.Y. 
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FOR THE HOT, 
HUMID WEATHER— 


use our all-weather Woodblock Stamp 
Pad . . . no soggy impressions, non- 


hygroscopic. 
e Furnished in 5 sizes, 400, 0, 1, 2 and 3. 


e Five colors—Red, Black, Blue, Violet 


and Green. 


Write for Catalog 


Julton SPECIALTY CO. 


FACTORY AND SHOWROOM 
82 Fulton Street Elizabeth |, N. J. 
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LOOK TO DACO — for these 
items—also for Machine Record 
Ledger Cards and forms. 

For over a quarter of a century 
Daco has manufactured a com- 
plete line of filing supplies, 
forms, cards and guides for 
every office and industrial use. 
Competitive in price and quality, 
Daco supplies are regular busi- 
ness builders. 

Write Dept. OM for information 

or quotations. 


DACO CARD -& INDEX CO. 


9 Federal Court Boston, Mass. 
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New Publications 


KEEPING TRACK OF THE JOHN Dor’s CHARGE ACCOUNT. This 
new booklet is the story of modern, streamlined, cycle billing 
in a retail store, told in a readable style and liberally illys. 
trated with photographs and diagrams 

It is a factual account of the recent installation of a new 
record handling system in the Kresge Newark Department 
Store, Newark, N. J., which resuited in an actual reduction 
of help by twelve employees, saving an annual payroll of 
approximately $18,000. The installation also shows a eon. 
siderable saving in floor space and a reduction in telephone 
calls concerning accounts by 300 per month, as well as many 
savings in other departments, and better customer relations, 

A heavy demand for copies of this booklet for use in uni- 
versity classes in credit and office management is reported, 

Credit managers and others wishing to get a free copy 
of “Keeping Track of the John Doe’s Charge Account” may 
write to Diebold, Inc., 1411 5th Si. S.W., Canton 2, Ohio, at- 
tention W. F. Cooper. 


RLM SpEcIFIcATION BooK ANNOUNCED—2nd Edition. The re- 
cently published RLM specification guide for buyers, speci- 
fiers and sellers of industrial lighting equipment, has been 
reprinted according to R. W. Staud, president of the RLM 
Standards Institute, 326 West Madison St., Chicago 6. 

Entitled the “RLM Standard Specifications for Industrial 
Lighting Units” this 36-page booklet contains detailed speci- 
fications for fourteen of the most commonly employed incan- 
descent and fluorescent lighting units. 


INTERNAL CONTROL STANDARDS AND RELATED AUDITING Pro- 
cepURES, by Walter H. Kamp and James A. Cashin, presents 
a practical program for internal control. It highlights the 
responsibility of executive management for the basic deci- 
sions which are the foundation of sound control, and proves 
specific standards for their guidance. The material is pre- 
sented in case method form. The material is readily adapt- 
able to any type of business. Special memoranda sheets for 
this purpose have been included in the book. The book bears 
the endorsement of the Institute of Internal Auditors. Bound 
in blue buckram, and gold stamped, the book sells at $5a 
copy. Published by Brock & Wallston, 39 Atlantic St., Stam- 
ford, Conn. 


ADVERTISING LITERATURE AVAILABLE—Two new pieces of 
literature, with helpful suggestions for handling of mail, 
have recently been issued by Commercial Controls Corp, | 
Rochester 2, New York. 

One is a double folder, attractively finished in color, de- | | 
scribing USPM auxiliary mailroom equipment. On the 
cover are sketches of the individual units and inside is@ 
double spread photographic illustration of the equipment 
arranged in correct sequence for rapid, easy, systematic 
preparation of outgoing mail. 

The other folder shows the new tubular style adjustable | 
USPM mailbag holder, with mailbag. To introduce this new 
item a special combination offer is made including the holder N 
and the mailbag at $24.50. Separately, the holder is priced at 


$18.50 and the mailbag at $7.50. All prices are subject ©] | 
change and local taxes. : 
This new advertising literature may be obtained by wit 


ing to Commercial Controls Corp. 
To Distribute Their Products ; 
The Work Organizer Specialties Co., Detroit, maket 

of work organizers and desk specialties, has appoin 
Dalton-Cooper, Inc., 200 West 34th St., world-wide expot 
distributors of its euetbente. 

The Works Organizer Specialties Co. makes work organi 
ers in two sizes and in various qualities. The most expensive 
of these has a tooled leather cover with gold lettering. 
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ACCOBIND FOLDERS 
Easy to Use 
because they’re 


Protitable to Buy 


ACCO PRODUCTS, Ine. 
OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co. Ltd., Toronto 


TABLE TOP mn COMPLETELY 
ee 
ALSO HANDLES ROLLS ADJUSTABLE 
AND PACKAGES 


DOMESTIC 
RATES ALL 
CLASSES 


MECHANISM 
ENCLOSED 


POStarstaLE Weigh at your 
desk ...save time 


Accurate Postal Scale — all-metal — adjustable. 
Patented Cantilever spring action for accuracy. 
Red, Green, or Ivory. Size: 3144" x 34%"x 216", 


*450 


POST PAID 


Pays for itself in postage. We 
prefer you to see your favorite 
dealer; if he cannot supply 
you, send $1.50 each for post- 
paid delivery. 


S48-2 


ACCURATE PARTS MFG. CO. + 12439 Euclid Ave., Cleveland 6, Ohi 
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SUPERIOR IN QUALITY... 
AUTOCOPY STENCILS 


Stencils of superior quality for all duplicating machines. 
Manufactured of the highest grade materials. AUTOCOPY 
Stencils are quick-drying, long-lasting and produce clean, 
clear and sharp copies. 


AUTOCOPY, INC. 


464 W. Superior St. 18 W. 18th Street 
Chicago 10, INinois New York 11, N. Y. 
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SAFETY 
WIRE CLASP 
SAVES PAPER, 
TAPE, TIME 


.. for 
Postal 
Shipments 


No Wrapping — No Tying, 
65 sizes — 1,000,000 boxes in 
stock for immediate delivery. 
—Send for Catalogue. 


GIOFE vox COMPANY 


MAIN OFFICE NEW YORK OFFICE 
ATTLEBORO FALLS, MASS. 175 FIFTH AVE. 


FACTORIES: ATTLEBORO FALLS AND TAUNTON, MASS. 
MANUFACTURERS OF A COMPLETE LINE OF SET-UP BOXES 


2 3 ONLY 4 


KARDEX 
CABINETS $5950 


Remington Rand Visible 
File—solidly built of wood. 
Reconditioned (good as 
new) olive green. 


ALSO OTHER SIZES 
WOOD KARDEX, 
STEEL KARDEX, 

And Other Makes 


15 drawers. 
Capacity 1,020 cards. 


Complete with 
5x8 card holders. 


World’s Largest Dealers in 
Guaranteed, Rebuilt 
Visible Equipment. 


UNIVERSAL OFFICE EQUIPMENT CO. 


7 Waverly Pl., New York 3, N. Y. GRamercy 3-3741 _} 


BUY 
| 


SECURITY 


BONDS 
NOW! 


WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. Payable 
in advance. Address replies to all Box Number ads ¢/9 | 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ave, 


90 OFFICE MANAGEMENT AND EQUIPMENT May, 1 


Positions W anted—Male 


es 
JUNIOR EXECUTIVE desires affiliation with progressive concern, Detail 
experience and education in Industrial Engineering with a specializg. 
tion in Space Administration, including lay-outs, planning, procedures 
and methods analysis. Presently employed but desires advantageous 
change. 26 years of age and married. OM-24. 

SXECUTIVE ASSISTANT or Assistant to Top Management. Yale BA. 
1931 English Major. University of Pitts. MA, 1933. Economies and 
Finance. Georgetown Law School LLB 1941. Fourteen years’ exegy. 
tive and administrative exp. including organizational and funetional 
planning, personnel planning and procurement, establishment and prep. 
aration of budget requirements, coordination and consolidation of yarj- 
ous activities. Also public relations and selling exp. Extensive travel ang 
considerable contacts in industry and Federal Government. NY city or 
Connecticut preferred. Age 43. Salary $8000 to $10,000, M-20. 
OFFICE MANAGER presently employed in Branch Sales Office of large 
National Company. College graduate with accounting and economic 
majors. Lt. Commdr., U.S.N.R. Has had broad supervisory experience, 
Desires to become affiliated with smaller company. Starting salary with 
good opportunity, $5,000. M-29. 

PERSONNEL MANAGER—OFFICE MANAGER. Fully familiar with 
selecting, training and supervising office and white collar personnel ang 
maintaining favorable working conditions. Proven ability to increase 
cooperation and reduce turnover. Familiar with group insurance— 
hospitalization—retirement plans and modern’ personnel techniques, 
Have written comprehensive employee manuals. Set up and supervised 
successful sales training programs. Graduate of Wharton School. Locate 
in NY City or vicinity. M-319. 

CONTROLLER, TREASURER, CREDIT MANAGER. _ Sixteen years’ 
heavy financial experience. Thorough knowledge of domestic and for- 
eign trade. Agreeable to travel U. S. or foreign countries. B.B.S. de 
gree. Married, no children. Age 35. Salary $5,500 domestic. M-249, 
CONTROLLER—ADMINISTRATIVE ACCOUNTANT. 15 years’ experi- 
ence as Controller, Chief Cost Acct. and practicing CPA. Seeks full 
charge with full responsibility and authority for policy—to supervise 
personnel—office and records—for all matters pertaining to cost 
financing and accounting. Age 36. Married, 2 children. $8,500. M-230 
GENERAL MANAGER AND TREASURER. 15 years’ experience. 
Thorough background and management involving finance, production 
planning, coordination of activities. Presently Treas. of Parent Co. 
and Mfg. Subsidiaries doing sales volume of $1,750,000. Experienced. 
negotiations AFL-CIO. Salary $6,000. M-246. 

ASSISTANT PURCHASING AGENT with 7% years’ experience Dome 
tic and Export with large manufacturing corporations. Former Major 
in Army Air Forces. Age 32. Free to locate anywhere. $5,200. M-239. 
AVAILABLE TO YOU: Seasoned advertising man of executive calibre, 
Twenty years experience in all phases of advertising, sales promotion 7 
and public relations—seven years as Ad Manager in Office machines 
field. College background. Ready for interview re: Advertising or sales 
opportunity. OM-0. 


Positions W anted—Female 


PURCHASING AGENT. Thoroughly conversant with running procure- 
ment division. Proven ability to cooperate with sales, advertising ani 
promotion departments in connection with all merchandising problem: 
9 years’ heavy industrial experience, including electronics. 2 year 
packaging in cosmetic field. Age 32. $5,000. F-254. 

ADMINISTRATIVE ASST. 10 years’ assistant to top executives. Ability) — 
to organize, train personnel. 8 years’ executive engineering work i 
connection with safety and health standards. College grad. Tall 
friendly personality, executive type. $4,500. F-25353. 


Employment Service 


SALARIED POSITIONS. $3,500-$35,000. If you are considering 4 De. 
connection, communicate with the undersigned. We offer the origins 
personal employment service (38 years recognized standing and repule ‘ 
tion). The procedure of highest ethical standards, is individualized t 
your personal requirements and develops overtures without initiative F 
on your part. Your identity is covered and present position protected 
Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg., Buffalo, 2, N.Y.) & 


Help W anted—Male ; er 
SYSTEMS AND PROCEDURKES—Standards & Budgetary Control #0 
Methods Engrs. for Baltimore manufacturer. Age 25-35. College des 
or equivalent in Business Admin.—Indus. or Mechanical Eng. or Cost 
Accounting. Jrs. or Srs. Minimum of 3 years’ exp. required. 40 how 
week. Housing available. Career jobs for those qualified. Salar- 
depending upon experience and ability. W-283. 


fos 


WANTED: TEN RECENT ACCOUNTING GRADUATES with major 
Accounting: (5) for general accounting; (5) for traveling auditing 
large New York textile firm. Send resume. W-281.0 
SALESMEN: Young college graduates preferred with minimum of? 
years’ proven sales exp. for Office Equip. Sales in New York City # 
vicinity. Must be extremely personable and be well recommendet 
Send Resume. About $3609. W-285. 


__ 
For Sale or to Buy — 


WANTED: Multiliths, Graphotypes, Business Machines, Addressograpls 
Mailing Equipment, Multigraphs. Quote model serial number, Bi 
wanted. Harold M. Bennett Co.. 595 Fi(th Ave., New York 17% 
WANTED: Typewriters, Adding Machines, Calculators. TYPEWRIME 
PARTS COMPANY, 407 East Travis St.. San Antonio, Texas, 

BURROUGHS BILLING & BOOKKEEPING all styles. Rebuilt I. 
most exacting specifications by factory trained personnel & uncoad . 
ally guaranteed. Substantial savings. Phone or write. ACO Te 
MACHINE SALES & SERVICE CORP., 434 Broadway, New Yor’ *5 
N.Y. CA 6-8230. 
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STENOGRAPHERS 


Clarotype cleans typewriter type in- 
stantly, thoroughly, economically. No 
brushing — no spattering — non-inflam- 
mable. Order a 50c bottle from your 
stationer or typewriter supply dealer. 


THE CLAROTYPE CO., Inc. 


261-EM Broadway, N. Y. 7, N. Y. 


R-O-TYPE 


EST KNOWN TYPE CLEANER” 
KNOWN AS THE BEST ; 


CLA 


We aicets 


AVANAUGH 
7 cae | industrial equipment. 
first grade non-marking rubber, or solid composition. Plate 


@ 

A Ss T E RS eeeeeveve 
<i 
~*~ for office and home furniture, business and light 
Rugged construction, single or double ball-bearing swivel. 
Wheels highest quality with molded-on cushion tread of 
casters with rubber or cast steel wheel also available. 
| IF YOU USE CASTERS + IF YOU SELL CASTERS 
, 


IF YOU NEED CASTERS NOW 


ORDER CAVANAUGH CASTERS from your dealer or write 
for free literature. Price is low. 


JOHN CAVANAUGH COMPANY 


628 South Clarence Street, Dept. OM, Los Angeles 23, Calif. 


Visible Reeord 
$1.60 


Quick « Convenient 
Save Time 


200 Cards 
6x4 
Complete 
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Handifax Cards join together. File sheets of 
cards on edge in correspondence folders. Use 
half inch visible margin for Indexing, Tabulation 
and Color Signals. 

Ten years national use. 

Order today, money back guarantee. 

Ask for catalog 


ROSS-GOULD CO. ST LOUIS 


311 N. Tenth St. (1) 


Sheets of Cards 


Handifax 


Plastic 
Desk Tray 


Set is composed of 
two trays, post 
and bracket. 


Ant Steet Sales Corporation 


~— 300 East 145 Street, New York 51, N. Y. 


d 


ha that oy 7 — 


. 
KE-MASTER 40 


Fits right into your file cabinet — 


J] recomm standard or legal size. Holds 40 
__ keys. Durable white slotted fibre 
KE-TAGS with snap hooks and 12 x 
10 index file card included. A good 
place for duplicate keys. 
ox From Your $5 00 
ce Supply Dealer J 
Or Order Direct ; 
. 10! 
hel & une Cushman & Denison Mfg. Co. 
New York 135 West 23rd Street, New York 11, N. Y. 


VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent. reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E 


KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment. including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 


* 


Write for prices 


Heineman Office Equipment Co. 


4 N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


More and more typ- 
ists prefer Norta, the 
modern plastic type 


cleaner. No liquids 
to spill or splatter. 
No mess. Quick, 


efficient. Longer last- 


ing. A favorite since 
1924, 


THE ORIGINAL 


NORTA | 


PLAST 


NORTA DISTRIBUTING CO. 


IC TYPE CLEANER 


1123 BROADWAY, NEW YORK 10, N. Y. 


AT LAST! A complete book on offset duplicators 
OFFSET DUPLICATOR TECHNIQUES 
By Richard F. Caruzzi 


Profusely illustrated. Clearly written text on what you 
Seventeen Chapters, over 100 illustrations. 


|. What is Offset? 7. Negatives 


can and cannot do. 


v 1 12. Operating the Press 

2. Line Drawings 8. Plates 13, The Small Shop! 

3. The Halftone 9. Paper and Binding 14. Equipment 

4. Combination Plate 10. Typography 15. Press Troubles 

5. Color in Offset 11. Touch-Up Comps and 16. The Legal Angle 

6. Offset Chemistry Stats 17. Glossary 

Endorsed by reliable technicians. $3.50 per copy plus 25¢ handling. 

[ HAROLD L. TAYLOR, INC., Publisher A-I. 7 
1 101 Park Avenue, New York 17, N. Y. ! 
] Send ...... copies, check or money order enclosed. OFFSET DUPLI- J 
] CATOR TECHNIQUES 1 
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INDEX TO ADVERTISERS 


A K ' 

Acco Products, Inc. ...... 89 Kee Lox Mfg. Co. ......, 5 | 

Accurate Parts Mfg. Co... 89 Kobler & Co. ..........., 85 

Ace Fastener Corp. ...... 79 Fs 

Adirondack Chair Co.. 84 M : 
All-Steel Eqiupment Co. Maso Steel Products...., 3 
MG. 2ensctecske aan 3rd Cover Mason Box Co, The...... 9 


Amberg File & Index Co.. 89 Mittag & Volger, Inc. .... 3] 
American Hair & Felt Co.. 58 Moore Business Forms, é 


Art Steel Sales Corp. .... 91 Inc. ...-.....005- and Cover 
Autocopy( Inc. .......... s9 Mosler Safe Co., The .... @ 
Automatic Pencil Sharp- 
So IPSS 87 N 
Avriok Paper Co. . .....:./.:. 83 Natoinal Cash Register 
" eis HI. accuse ackaneen 65) 
National Pencil Co. ....., 14 
ee ee a ae e Norta Distributing Co. ... 9 
Cc oO 
Cardinal Sales, Inc. ...... 82 Oakville Co. ............. 10 
Cavanaugh Co., John .... 91 Office Management & 
Clarotype Co., The ...... 91 Equipment Sree 60, 78, 
Codo Mfg. Corp. ......... 62 MUNED aed atrin in accpaaeeree ll 


a = Steel Equipment Co., 


RE dana Furniture Co. 75 Pittsburgh Cut Wire Co.. § 
Consolidated Business 


*Patented 


Any way you look at it—Rock-a-File, the only Systems, Inc. .......... 70 R 

truly modern file cabinet, is your best buy! Corry-Jamestown Mfg. Rapid Roller Co. ......... 7 
Only Rock-a-File has side-opening compart- Seay 71 Rex-O-Graph Co. ....... & 

ments that save up to 40% floor space, permit C-Thru Ruller Co........ 76 Roberts Rubber Co., Wel- 

two or more persons to file at once, eliminate noise Ceclene & Gatien Co. 0 = eR. : ee 


of banging drawers. Only Rock-a-File allows 


access to all the contents all the time. And only Rockwell-Barnes Co. .... &§ 


A NATIONALLY ADVERTISED PRODUCT Woodstock TypewrieG on ' 


D ld Press, Th 8 
Rock-a-File keeps the center of gravity always Rona ress, ine ....... 
within the cabinet—no danger of toppling. — Card & Index Co. Rosenthal Co., The ...... al 

Learn how Rock-a-File can completely mod- ran Mis. C Sean yg ee ae 4 Ross-Gould Co. ......... 9 
ernize your filing, make it easier, faster and more —~ - iain tila aes 
efficient. For complete details and name of nearest Diebold, Inc. weet eeeeee 63 S ) 
dealer, write Dept. B today. Dixon Crucible Co., Jos.. 66 Security Steel Equipmen 
E Corp. eee y ! 
Eastman Kodak Co. ..... 53 Sengbusch Self- Closing aa 
Elbe File & Binder Co. ween gigpg > Be 
COMPLETE ACCESSIBILITY —Entire con- MM, biesasneshenantaks 84 Sheppard Co., C. E,, The i | 
tents accessible to two or more persons Eureka Specialty Printing Speed-O-Print Corp. . f 
at once. All compartments can remain PRPS Re aS AS 80 Sturgis Posture Chair Co. : 
open. 
TIME SAVING—Open compartments do Faber Pencil A Eb: t ¢ 
— aber Pencil Co., er- : g 
not block access to others in cabinet. No CRT ea 16 Taylor Chair Co., The.... © b 
iti Taylor, Harold coun 
waiting to get at contents. ee ee 83 — ‘does cl 
LESS TIRING—Perfectly balanced com- Fulton Specialty Co. ..... gg Trans Sea Corp. .....-. 
Transo Envelope Co. .... ' 
partments open and close effortlessly at A 
finger touch. Fewer openings and clos- : G U 
Sha Gavrin Press, Inc, , 7 
, eee 87 Uarco, Inc. ........0e * 
TOPPLE PROOF—Open compartments, General Fireproofing Co.. 3 Underwood Corp... Ath One 
: . . FR 
project only slightly—gravity center al- General Pencil Co. ...... 64 Universal Office aeeril , 
ways within framework. Globe-Wernicke Co. The. 33 gS ee “FA 
ECONOMICAL—Supplies last longer. Gray Mfg. Co., The ...... 7 Vv " 
Folders slide in and out sideways. No ai 
more mutilated tabs and guides. H Vogel-Peterson Co., Inc. A 
pee Hanson Scale Co. ........ 87 Ww 
oe rnent CO. one. Pg} Wood Office Furniture I 
s: 2 . Meyer Corp., The ....... 85 stitute 


I Write, Inc. 
ROCKWELL-BARNES COMPANY For complete Indiana Desk Co. ........ 12 ‘ 
4 . A by efais Ww! 2 
Specialists to the Stationer since 1903 ceapales Industrial Tape Corp..... 13 he Mfg. Co. 
35 East Wacker Drive Chicago 1, Ill. Seee Invincible Metal Furni- Yawman & Erbe Mig 
be WE GO. Ske wudasscwecas 14 Inc. ‘ 
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Two concrete reasons why you should have 
an A-S-E dealership. The completeness and 


—— ; flexibility of the line assures you faster 
closing. turnover and more profits. Years of A-S-E a ey ee 
E. The. % manufacturing and engineering experience ware smartly designed 
‘orp. --- ©) produce steel furniture that is built right. —gives this complete 
hair Co. * : . : ili inet line added 
4 _ Attractively designed to offer the utmost in filing cabinet & 
‘ ‘ customer appeal. 

, customer satisfaction and assurance of repeat 
The.... & : 
z _, g business on every sale. 
er . kk * 
» Co. § 


A-S-E STEEL FURNITURE FOR MANY USES 

_ x ‘STEEL OFFICE FURNITURE + WARDROBE, STORAGE, AND 
"th Cove, COMBINATION CABINETS + CLOTHING LOCKERS 
a FROZ-N-FOOD LOCKERS + INDUSTRIAL EQUIPMENT FOR 


FASTER MATERIALS HANDLING + ELECTRICAL OUTLET AND 
SWITCH BOXES 


coh" ALL-STEEL EQUIPMENT INC. 


# =~ 300 Cleveland Avenue, Aurora, Illinois 
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Typewriter | 


Your every typing whim is satisfied . .. when your boss Do this: Ask your local Underwood representative for 
; gets you an Underwood All Electric. a demonstration of the All Electric. Then type a 
oo : letter on it. When your boss sees the quality of work, 
4 You feel like a Queen when you lightly touch the , . 
4 y y you'll have no trouble getting an Underwood All 
keys... your Underwood does the work! Electric key- —s “the machine that’s fit for a Queen.” 
- board, electric shifting, electric spacing, electric tabulat- 
ing, electric back-spacing. Even the carriage returns oe, 
- er electrically, and sets itself ready for the next line. UNDERWOOD 
a a It’s the easiest operating typewriter you can possibly Underwood Corporation 
7 . . 
vi ‘= imagine. And the most beautiful. Best of all, it turns out Typewriters... Adding Machines . .. Accounting Machines 
4 work as perfect as your employer can picture it. Carbon Paper . . . Ribbons and other Supplies 
‘ One Park Avenue New York 16,N1 
E Underwood Limited, 135 Victoria St., Toronto 1, Canada 
4 Sales and Service Everywhere ool 
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